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INTRODUCTION 

The information contained in this manual was gathered as a result of 
parallel efforts, in five small, rural school djistricts to implement career 
education programs for handicapped youths The organizational methods, 
program format, procedures and forms described in this manual were actually 
used successfully in one or more of the districts. 

In these five districts the special education teacher and building 
I^incipal had the major responsibility for developing and implementing the 
program, so as a result, this manual is intended largely for their use. 
However, information found in the manual should be of use to anyone inter- 
ested in building a career education program for the handicapped. 

Districts involved in this project were: 

• Sultan School District 

. Stanwood School District ^ 

• Lake Stevens School District 

. South l^hidbey School ^District 
. ^ Arlington School District 



IDENTIFICATION OF KEY PEOPLE 

The identification of key persoaaeX is the first vital step in the 
development of a career education .progrem. 

Possibilities .for key people in a small district include: 
Superintendent 

Principal * 
Special Education Director 
Special Education Teacher 
Vocational Teachers 

Home Economicjs 

Industrial Arts 

Business 
, Agriculture 

Diversified Occupation and Distributive Education 
Vocational' Coordinator 
'^Title I Reading Specialist 

When choosing key people to initiate action on the career education 
program, there are several factors to consider: 

. Genuine interest in problems of the handicapped, 

• Knowledge of and experience in working with the handicapped. 
. Time to assume added responsiblility. 

. Ability to spread' enthusiasm and involve othe;: people in the 
project. 

• kxi open-minded approach to considering innovative ^program ideas. 



Once these key people have been identified they should be organized 
into a steering committee, with a definite purpose. 

The committee should elect a chairperson and recorder, establish their 
goals and time line. \ 

Examples of these follow. 




• ROLE OF LOCAL SCHOOL DISTRICT AND CONSULTANT IN SETTING UP 

SPECIAL EDUCATION PROGRAMS 

When agencies outside the district (i.e. Vocational Rfehabilitation, 
Intermediate School Districts, state agencies, etc.) are going to be involved 
in the planning of a program, it is important to define the role each group 



will play. This definition can not only increase efficiency, but eliminate! 
many problems. ^ \ ^ 



Services Available from Consultant 

Offer advice on tentative program 
plans. 

Act as consultant to advisory 
committee. 

Academic screening of applicants 
for special education program to 
help.^ determine n^eds. 

Make available model programs for 
consideration. / 

Suggest possibilities for funding 
(i.e. Title VI, special funding, 
etc.) and assist with application. 

Suggest materials and equipment 
that might be most effective for 
program. 

Coordinate itinerant services^ 
when possible (skills testing 
center, D.V.R., etc.) 

Make recommendations for quali- 
fications of- teacher and aide*. _ 



Considerations* fm: Local School 
District Steering Committee 

Provide chairperson ^tid recorder for 
planning committee. 

Provide leaders and member^^ip for 
advisory committee. 

Determine needs of students, fatiulies 
and community in regard t^ special 
education programs. 

Decide on program options !(i.e. re- 
source, contair|ed. Vocational Educa- 
tion, etc.) J \ 

Develop curriculum to be follovjed in 
Secondary Special Education room. 

Coordinate existing school programs 
with new special education program. 

Recommend purchasing of materials/ 
equipment needed for program. 

Develop method for on-going evaluation 
for special education program. 



-Make^recoramendations^ox-selactlon. . 
of teacher and- aide. 



Deve lop^'^jeir^e^riptriOTt^Word 
Activity Guide) for special ed 
teacher. 



Interpret rules and regulations 
of RCW 28AA3 (H.B. 90). 



V 



* ' (Planning 
Key People Committee) 



/ 

This is a sample duty-time line chart \'7hich might be useful 
a program plan deadline is necessary. 
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objectives ^ 
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line chart which might be useful in planning a career education program, particularly when 



necessary* 
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ACTION PUN - 

List specific activities for meeting 

each objective \ 
Decide who will direct each activity 
Develop or adapt curriculum to be 

used 'in program^ 
Determine ijiaterials, facilities, and 

personnel needs for program 

EVALUATION SYSTEM 

Develop system for evaluating students 

in progrant 
Plan follow-up for program graduates 

BUDGET 

Itemize budget for total, program 
Compute cost per pupil * — ^ 

r 

WRITE PROPOSAL (When Appropriate) 

Incorporate, information into proposal 
format 'T^ 
Prep^y^ ^attachments; 

Curriculum 
Personnel qualification's^ . 
Advisory committee needs\ 



Nov. 15 Dec. 1 
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TENTATIVE STEP? IN SETTING UP SPECIAL ED PROGRAMS- 

The following is a list of tentative steps to consider in setting up a 
special education-career education program. Depending on the goals and present 
status of your program you may want to delete some steps and add others. . , 

1. Develop planning committee drawn from existing special education staff, 
administration,' consultants, etc. , 

2. Determine the need for some type of special pr9gram through thorough needs 
assessment. • * . 

3. Organize advisory committee drawing members from all aspec.ts of the community 
^0 provide further input for program planning. 

4. , Survey already existing programs (special education and mainstream classes) 



/ 



to avoid duplication of services. 



^ 5. ^ Survey exemplary programs to provide a basis for selecting the appropriate 
/ kind of program. • - * 

6. Determine number of eligible students, their needs and abilities, and specify 
the target population. 

< 

7. Inservice entire staff in the concept of career education for the handicapped, 
program possibilities, results of needs surveys, etc. 

% , . . 

8. Involve^entire staff in developing goals and objectives for progiram. 

^ 9. Decide on type of program that will be implemented (resource room, cont^a^ned 
or combination. • 

10. Determine direction of program (academic, tutorial, vocational or combination, 
etcO* , --^ ' 

11. Present plan to school board for approval. ^ 

12. Develop or adopt^ 'curriculum for program. 

13. Develop system for coordination of special education program and present 
career ""education/vocational education programs. 

14. Decide on materials and facilities needed. to carry out program and plan for 
purchase (Title VI,, Vocational Education funds. Local funds, etc.) 

15. List auxilary services required to carry out program and contract for them 
(those not available through school district). 

16> Hire staff needed to carry out program. 

'i?. Provide inservice to all staff involved in working with the handicapped. 
18. Develop in^rument for ongoing program evaluation. 



» ■ ' 1 

COMMUNITY ADVISORY COMMITTEE ^ 

GOAL: 

The goal of a community-advisory committee is to provide a source 
of community input and support for the school work-study program. 

PURPOSE: ■ ■ • 

Provide important two-way com^mnication between community and the 
school r ' 

Review school* s goals, objectives, and activities in light of their 
ability to meet community needs. , 

Encourage local support for school programs. , 

Help coordinating teacher and supportive staff in any way possible 

(i.e. help f ind j.oJi-Js.tatiQns.,_pxovide field trips, etc.).' 

^ \ ' • \ 

MEMBERSHIP: 

Advisory committee should draw interested members from all possible 
aspects of community life. 'Suggested member sources are: 

« School Administration 

Teacher/Counselor 

Labor Unions 

Labor Management 
. \Businessmen 

Service and Civic Groups 

Cler^ ' ^ , - ^ 

Parents* 

Students 

Members' of Local Government 

<■ » * • ♦ 

Employment Service 
'Local Radio/TV Stations 
Local Newspapers 

. F.T.A^ ' ■ 

, The following are some suggestions to consider when choosing. a committee: 

Since a successful advisory committee depends on the cooperation 
of all members, the ability to spend time working on the committee 
is as important as interest in career education. 

Limit membership to 10 or less -too large a group becomes unmanage- 
able. 

School authorities should not hand-pick a committee - this eliminates 
much randomness and validity. 



At Ifeast some members should be from the same ethnic and socio- 
economic background as the targe'6 population. 

^ A*letter of invitation and reply sent to each candidate may be 
more effective in finding interested members than simply approach:- 
ing^possible member.s, ' ^ ^ * . — • 

.OfeGAmiNG THE COMITTEEr . < ^ ^ ^ 

1. ^ Send information explaining the goals of th\2 advisory committee- 

. background information of relevant school programs, and an agenda 

' , • to each m^be^' before the first meeting. 
• • • . • 

2. Elect a chairperson and recor4er from the committee. School person- 
nel should act as consultants. 

3. Stress that the role of .the committee is to advise . No legislative 
. decisions' can be maderl * • - , • 

4. Agenda should be carefully planned before each meeting and minutes 
should be^ent••out/^^terc • * - 



5. When poss^i^Jble appoint, sub-committees to undertake certain action In 
order to save tinife. 

- • . '-^ , J , . 

6. Meetings should be informal and relaxed. ^ 

V ■ . 1 

7. TJhe frequency of meetings should he, determined by need. 

8v Develop system for rotation and replacement of members! 

9. Decide on method fo^ communicating recommendations to school 
administration, ^school boa/ord and other involved. groups. 

10. Develop voting and discussion procedures, ^ and any other operational' 
, » policies for tl^e coiranittee,. preferably^ at the first meeting. 

Things- to remember in working with a committee: . 

1. Re-enforca often that the role of the committee is to adVise , 
not^ legislate . ' - 

2. Keep coirimittee informed on schigol policies^ educational laws*, 
etc. . . ' 

3. Invite committee members to school often. ^ j 

4. Report resul.ts of any^' action taken on suggestions made by 
committee. ^ . / « • ^ 

! 5. Accept and 'investigate, criticism of the committee. ^ 

6. Give credit arid publicity to committee members whenever possible.. 

^7. Don^t expect committee to merely '^rubber-stamp** already macje 
decisions. 



8. School personnel should acquaint committee members with the 
total special education program, various avai]^le services ' 
arid laws governing special education* 

( i . ' • . * 

9, Committee members should not be overworked: since they are 
volunteers, 

10. JLi possible, committee meetings should be held at the voca- 
tional training facility or in special education department. 

Some possible duties for advisory committee: 

1. ' Deterrainipg skills needed by graduates to survive on-the- 

job, , 

2. . Assisting program coordinator in finding wotk-study and 

training* placements. . . ■ 

*k ^ ^ " 

3. ^Helping develop training stations in their' particular area 

of expertise. * " , 

k. Provide feedback' on community reaction to program^ 

5. Advice on problems such as transportation to job sites, place- 
ment of graduates, etc. 

. 6. Assisting with .needs surveys, especially in the community. 

. • I- • . ' 



ERIC 



NEEDS ASSESSMENT 

In order to thoroughly assess the needs as related to xareer education 

of the handicapped, it' is important to survey several facets of the com- 

munity. Suggested groups to survey are: 
Students 
Parents 
Graduates 
Employers 
Faculty * 
Administrators 
'Community Members at Large 

Several survey methods may be employed including: /' 
Community Members 

Person to person - oral ^ 
Mailed Survey 

Student - Delivered survey^ to parents 
Use of Rotary Club, Kiwanis, etc. 
Students 

Informal ,by teachers t 
Checklist Survey 
Survey in ^^most- taken** classes 
Parents 

Use PTA ■ 

Send home with students 



One survey sample that might be used with several of the groups and a 
sample tally sheet .is included. f 



FACULTY NEEDS SURVEY 

Distribute to teachers to determine the needs, if any, they see for a special 
program. ' ^ • ' 

Please complete this questionnaire acpording to the need you have seen t his year 

1. How many students per hour receive a failing grade in your classes due to 
their inability to handle tKe material or program-? Please list: 

Class or subject * ' Average number of failures 

EXAMPLES: 

English lit,^8th 3;(of 30). 

P. E., boys . 4 (of 55) . * 

Of these students, how many do you suspect have learning, emotional, or other 
disorders? ^ 

too quiet (non-participator) 



1 disruptive 
belligeret^t 

^potential dropout (uninterested) 

^poor reader ^ 

^poor computa&onal skills 

^physically impaired *. ^ 

emotionally disturbed 



other 



2. J-That kind of special services program do you feel would be of benefit to you 
and the student? ' v \ 



3. Would you be interested jin helping develop a program to suit the needs of 
students who do not "fit*^ into th? regular program? 



Please return completed questionnaire to the main office* 




administration/faculty 



The following are possibilities for improving our vocational education offering 
for the handicapped. Rate each factor according to the need you see. Comments 
will be helpful. 



Critical Moderate No 
need need need 
exists ^ exists exists 



Areas of Need 
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1. Special teachers for the 
handicapped 
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Special counselors for 
the handicapped 






• 








3. Psychologists trained in 
, evaluating emotional and 
learning needs of the 
handicapped ' 














4. Special staff person(s) 
skilled in developing 
prograins for the handi- 
capped and working with 
other staff members 






• 








5.' 'Paraprofessional staff 






• 








6. Inservice training for 
total staff relative to 
the handicapped ' 














7. Inserv4.ce training of 
special staff who work 
with the handicapped 
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• 

8* New facilities 
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9. Modification of present 
facilities 














10. Special equipment 














11." Special programs for the. 
handicapped 














12. More state and federal 
aide " " 














13* Better contacts with 

other agencies that work 
with the handicapped 
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14« Informational services 

regarding the training ^ 
Q , of the handicapped 
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m^simlS. A plan or model to follow 








1 




* 



the handicapped / 



\ 



3* Psychologists trained in 
evaluating emotional dnd 
^ learning needs of the 
handicapped " v ; 



4* Special staff perspn(s) 
skilled in develojiing 
programs for- the handi- 
capped and working with 
other staff memliefs 




5. Paraprofessional staff 

- / , 



6. Ins^ervice training for 
total staff ^relative to 
the handicapped 



7o Inservice training of 
special s^kff who work 
with the |iandicapped 



New facilities 



9* Modification of present 
facilities 



10* Speci^al-equipm rtt 



. lil. Spec/ial programs for the 



handicapped 



12 V vloxe state and. federal 
aide 



13'« Better contacts with 
;/ ' ^feher agencies that work 
with the handicapped 



14* Informational setvices 
regarding the training 
of the handicapped. 

15* A plan or model to^ follow 
*^n providing for t^e 
needs of the handicapped 



4 



The fallowing is the needs survey conducted by South Whidbey steering 
committee before they began planning for the career education program for 
the» handicapped, ^ 



4* 
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TOf Faculty j 
FROM; Alice Kgihleri Paula Hirichee 
DATE: May 27, 1975 

fl 

SUBJECT: Special Education 

Some teachers have indicated that the Special Ed Program does not 
really help them or their students* The fact that they have stated their 
feelings is good* We would like Wre input from all the teachers on how 
can we help both your class and your students* 

With the assistance of ISD 109t we are in the process of planning 
a program for students who are not able to or v/ho are not interested in 
earning a diploma* We would like to offer them survival skills *in 
reading, math, social studi.'^s, practical training,, ani an alternative 
to a diploma* ^ 

There are two groups of students fof whom we hope to develop a 
progajam: (1) those students that qualify for Special Ed funds (basically 
*7th - 9th grade), (2) those students pat qualify for Title I funds (that 
gray area that might be classified Special Ed — basically 10-12 grade)* 

Before we can proceed, we need to know whether the program really, 
would help you and whether we have your coopo'rf'j^l^^on* . 

Below are three b^sic programs being considered each leading to 
the other* A student ma;^ enter at any point however* The first pro- 
gram is for the 7th and $th graders; the second, 9th .and lOtfi graders; 
the third, 11th and'^12th graders. v . 



Please-- make notes, suggestions, opinions, additions, or deletions, 
Be frank* It won't help you if it isn't what you want or what you think 
is neededi , 



7th' arid 8th Grade- 

The Xirst progra^ would concentrate on offering the basic ;^kills in 
reading and math ^ith any one .or combination of the following procedures # 
How could each help you or not help you: 

A. ^Students would be referred, tested, qualified, and placed j.n a 
Special Ed reading or math class--such as wos done this yeari. 

Students would be I'eferred, tested, qualified for Special Ed 
tutoring for 20 minute periods during their English class, but 
they will i^emain in a regular English class. It would be much 
-like the high school tutoring program now. 



C. The students v/ojuld be tutored in class at the teacher's requests 
The students would have -to be testetj and qualified for Special Ed. 
To fund the program, this is called "ma^instrGaming." 



D. Outside preparation of Special Ed materials for the teacher to use 
/with slow learners in their class^ Students will still have to be 
tested and qualified for Special Ed funds. 



£• In addition to' any one of the above, you could receive inservice 
training for us^'ng Special Ed materials. 



V 

F. Other ^suggestions ; 



i 



V. 
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9th and 10th Grade 

The second program would concentrate on pre- vocational skills and 
work stations* The work stations would first be within the school-- ^ 
both in and out of class* Then they would be within the community. 
The following are just some suggestions of the types of work stations 
that could be set upr cafeteria*, kindergarten, shop, electronics, 
AV, repair, grounds-landscaping, janitor, -PE equipment repair. This 
type of progr-nm ^ould need the cooperation of the faculty and other 
classified personnel. « 

We would provide pre-vocational testing for all prospective candi- 
dates before entering the program. Special mterials could be paid for 
by Special Ed tunds, Title funds for Vocational Special Programs. 
How could -each'*help you or not help you: 

A. Inservice Training by ..Mrs. Kahler, Mrs. Hinchee, or ISD 109 



B. Super\asion by Special Ed teacher artd/or aide or tutor of special 
ed students in your classroom. ' ^/ 



C. Tutoring by Special Ed teacher and/or aide or tutor to handle pro- 
blems in vocabulary or math encountered by students in your class 



D. A special |j|lass offered in which the students would (1) have to 

take a clais in work hobits, attitudes, pre-vocational .skills; (2) be 



rotated through approximately nine work stations during the school 

year and meet the list of skills that is to be learned, at each 

station'; (3) be grouped into groups of 1-5 students; (k) be / 

recommended for th6 class. Would y6u be willing to have groups of 

1-3 students (slow learners) working v/ithin your classroom ai a 
. ' t * 

training station? 



If so, you would Wave use of special materials for use with other 
classes when not used by the special students. An evaluation would 
have to be turned in weekly on each special student. 



£• Other suggestions: 



11th and 12th Grade 

/ 

ISD 109 is working on a proposal for a Skill Center' to be located 

at Paine Field. The property has already been deeded over to the host 

district. There are 25 aci'es that can be used for the facilities. The 

programs are being selected at this time and include the following: 

Veterinary Aides^ , Pl-jistics/Boatbuilders 

Horticulture Custodial 
Engineering TechngLcians-Surveyors Telephone Operators 

Auto Mechanics ' ^ Secretaries/l.egal-Hedical 

Welders ' Keypunch Operators 
Carpenters Food Service 

Electricity-Electronics « - 

Cosmetologist 

Truck/Bus Drivers i ^ 

Machinists 



The students vdll spend half time at the skill '^enter and half time 
at school • The time spent in school would possibly be in a core program 
of basic English I math, and social studies* There are other classes 
they could .take. • . . • 

Do you have any thoughts or suggestions or feelings concerning this 
type of program for the 11th and 12th graders that you could, share -with 
UG : . 

4 * 

o Another alternative would be to have the students enrolled in 
regular classes • Then the students would be tutored in class at the 
teacher^s request* This is called "mainstrealning*'^ 

We realize that the survey is long, but the time you take to read 
and comment v/ill benefit bo1;h you and the students* Thanks in advance 
for 'any help you can give us* 



The following is part of the community survey taken by the advisory committee 
of Lake Stevens High School* ? 

1. When^some children do poorly in school^ people place some of the blame on the 
children, some on the child's home life, some on the school, and some on the 
teachers. ^ ' ^ 

WHERE DO YOU PLACE THE- CHIEF BLAME? 

JD ^On Children _5 Child's home life _0 ^On *School _3 ^On. Teachers 

1 Combination * 2. No Opinion 



2. Should a student be able to progress through the school system at his own 
speed and without regard to grade level? , ♦ ' 

5 Y es 3 N o 3 N o Opinion 

3. Is it the job of the local public schools* to educate children with maturational 
and/or developmental blocks to learning? 

11 Y es __0 Ho 0 ' N o Opinion 

4. Should specia^education children be placed in a separate learning environment 
for; 

* , * ... 

1 A ll Academic Work 4 Some Work ' 4 K ept in General' Classes 

_2 ^Tutored _0 ^No Opinion 

5. Should special education children be transported separately to special 
learning center? 

1 Y es 8 N o ^No Opinion 3 D epends on the Severity of the Problem 

6. Should mass testing be done to be reasonably certain that all students with 
serious learning disabilities are identified? 

5 Y es 6 N o ^No Opinion 

7. How much should l^e spent on "Special Education** children? * 
' 7 M ore than a Regular Student 4 Same Less Than 

8. How should the cost of educating learning disabled youngsters be handled? 
Federal Government _5 ^State Government ^Local Taxes 

Parents of child ,6 Combination : 



RECOMMENDATIONS: • 

1) Vocational education programs from elementary level through high school are 
needed. 2) Award a trade degree rather than academic diploma for studertts in 
Special Education. 3) Children with problems should be kept in as normal a peer 
group environment as possible. 4) Teach ^o child's strengths. 5) Eliminate 
the stigma of special education classrooms. 

5^ ' ■• 



POSSIBLE SURVEY ITEMS FOR STUDENT SURVEY: 
Career Development Skills: 



1. 


Do you know how 


to 


find out what people do in each job? 




Do you know how 


to 


find out what^a job pays? 


3.\ 


Do you know how 


to 


•find out what jobs are in your town? 


Job-getting Skills: 








Do you know how 


to 


fill out a lob aDDlication? 




Do you know how 


to 


interview fo'r a job? 


3. 


Do you know how 
school?. 


to 


learn about jobs you can get right out 


4. 


Do you know h6w 


to 


read the want ads? 


Survival 


Ski^Ms:- 






1. 


Do you know how 


to 


open a savings and checking account? 




.Do. you know how 


to 


get a social security card? 


^ 3. ^ 


Do you know how 


•to 


register to vote? 




Do you know how 


to 


join a Unign? 


5- , 


Do you know how 


to 


make up a budgat? 



6« Do you know where you can get* a lawyer? r 

These survey items could be used simply as in informational yes-no survey^ or 
students could be required to complete activities in each area* 

In addition to a survey in the area of career educiation, achievement test scores 
can be useful jn determining the functioning level of the students, and resulting 
eatxy—leveT skills required for the program. 
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NEED FOR CAREER DEVELOPMENT SKILLS 
STUDENTS, fKcULTY, PAREOTS, 'GRADUATES 


SKILL'S AREA'# 
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% Showing Need 
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STUDR' '^^ , 


PARENTS 


EMPLOYERS • 


JOB TASKS 




• 




. LIFE SmE 








1 

1 

^ JOB PAY 
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V , 
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JOB DEMAND 








. NUMBER RESPONDING 


» 
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STUDENTS 
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PARENTS 


EMPLOYERS 


FACULTY ' 
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In addition to assessing needs, it is important to assess personnel and 

facilities already available to help implement career education programs. 

« 

A School-Community^ Resource survey might look like this: 



^SCHOOL AND dOl^MJNITY INFORMATION 

1. Career Development Materials with reading levels appropriate for handi- 
capped learners: 

Books ' 
Pamphlets 

^ Career Kits , ' 

Films or Videotapes / 
Films trips 
Job Kits 

Records or Tapes 
. Periodicals ^ 

Manual^ ^ 
. Trade School Catalogs 

U. S., Armed Service Catalogs 

2. Occupational Preparation Programs 

Vocational-Tech. Schools 
Private Vocational Skills 

Sheltered Workshops with trainfng facilities 
Apprenticeship Programs 

3. Job placement Assistance 

State Employment Office 
'Private Employment Agencies 
Manpower 

N.Y.C. * , 

CETA 
DVR 

4. Career Counseling Agencies 

U. S. Army Recruiting Centers • 
Community Counseling Centers n , 

5. Help for Emotional, Physical & Mental Problems 

Mental Health Centers 
Counseling Centers 
planned Parenthood 
Family Planning 

County Mental Retardation Soard 

United CP. Association ^ 
Residential Card Facilities ^ 
Community Services for the Blind/Deaf 



SCHOOL AND COMMUNITY INFORMATION .(CON^T). 

Agencies Proviuing Support and Help (Speakers., Konatory, etc.) 
Lions Club 

Rotary Club ^ 

Chamber of Commerce ^ ' 

Community Health Department » 

Colleges and Universities ' ' , - 

Community Businesses 

Current Programs In The Building Dealing With Carreer & Vocational 
Guidance and Education. 

A "Careers" Class 

Home Ec. Classes* ' . 

D.O. Program ^ 

Family Life Classes I * / 

Industrial Arts Classes 

Business Classes • / 

Teachers with particular vocational experiences 
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SELECTION OF. GOALS FOR A 
CAREER, EDUCATION PROGRAM 



Identified needs should provide the basis for selection of program 

goals. In addition to formal needs assessment goals should reflect 

state and local educational philosophy, pe;:sonality of the community, 

and the present provisions for education of the handicapped in the 
/ • ^ 

district. 

Career Education is such a broad concept that stating one over-all 
goal is difficult. However, in general Career Education should provide 
handicapped youth with experiences to help them: 

1. develop their positive self concept, 

2. realistically assess their abilities,^ 

3. develop their decision-making abilities, 

4. explt>re appropriate occupational choices, and 

5. provide them with skills necessary to succeed in the world of 
work. / . • 

In addition, the following statements reflect the basic elements 

of career education for the han&icapped; 

1. Career Education should be an integral part of all education 
for the handicapped* 

* 

2. Career Education should be a continuum of development from K 
through employment. 

3. Career Education provides realistic assessment of abilities 
and disabilities to aid development of vocational skills. . 

4. Career Education promotes wholesome attitudes and good work 
\ habifs. 

5.. Career Education encourages development of the total person - 
\job skills,' leisure activities, home and family life respon- 
sibilities, and community participation. 

In addition to the development of one or more overall program goals, 

specific objectives.j:elated fo the gokl(s) are recommended. Objectives 

serve, to break the total career education concept into workable segments. 

Some suggested objectives .are: 

1. To make classroom instruction more relevant by relating it to 
jqb skills. 

2. To provide an opportunity for school-community involvement. 

3. To realistically prepare students for dealing with life situations 
related to the world of work (i.e. transportation, handling money, 
?tc.). 



4, To alert students to. community resources available to them after 
graduation (employment services, D,V,R,, counselors, etc.)* 

5, To provide students work experiences and out of school adult 
tontacts for a^ more realistic view of their future. 

6. To help instructors realize specific strengths and shortcomings 
pf their students. 

7. To emphasize continuous reinforcement of learned academic and 
vocational skills. 



o 



To allow immediate application of technical and social skills. 

9. To develop specific knowledge and skills needed for successful 
family life, good citizenship -and financial stability. 

10. To point out the necessity for curriculum improvement in the 
K-12 system. 

11. To encourage students to complete their educational program by 
making in-school time more relevant to the "real" world. 

12. To help students realize the need for economic productivity in 
our society. 

13. To explain the role each person plays in the economic system - 
taxpayer, consumer, producer, etc. , 

14. To realize the likelihood of having to change jobs and/or 
occupations several 'times after graduation, 

15. To 'experience the mechanics of looking for, applying for and 
ge^tting a job. 

16. To develop student's occupational awareness, therefore, improving 
his ability to make a wise career choice upon graduation. 

17. To implement academic curriculum, especially for students who . 

are not goal-oriented. - 

• ' » 

18. To provide for students an opportunity for developing and testing 
attitudes, values, abilities and interests, ^ 

19. To expand student's outlook of opportunities in the world of 
, work. ' » 

20. To help students and their families realistically assess their 
abilities and interests., and relate these to a specific field 
and/or^ job. 

21. To improve student related qommunications between teachers, 
counselors, and administration.* 

22. To improve school-community relationships through an active 
advisory, committee and employer-counselor contacts. 

23. To provide the previously acad^ically unsuccessful student with 
successful school-related experiences. 

*24. To help students develop problem solving abilities and effective 
communication techniques. 
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25. To encourage student to evaluate himself in terms of his and 
* other's expectations. 

26. To provide placement services for program graduates. 

27. To make entire school curriculum more relevant by* developing, 
better awareness of constantly changing demands 'of world of 
work. 

28. To help students develop good self concept in terms of career 
goals. 

29. To direct students to sources of local employment assistance 
which can help them^adjust to job changes throughout their 
working years. 

30. To help students make a swooth transition from school to work. 

31. To identify students who are vocationally handicapped and could 
be helped by a school work-study program. 

32. To provide inservice to entire school staff on importance and ; 
methods of implementing^career education. 

! ' ^ 

33. To increase the quality and number of facilities provided through 
the school by taking advantage of those already in the community^ 

34. To .reduce student drop-out. rate through a curriculum that relates 
subject matter to a real career situation. * ^ 

35. To provide an inexpensive source of additional learning resources 
to the students' by active involvement of :he community, . 

36. To involve all students at all levels in an on-going develop- 
ment of their personalities and abilities, 

37. To provide the opportunity for all students, especially the 
academically slow and accelerated, to seek learning experiences 
at his own level, 

38. To assist students in developing their realistic decision-making, 
abilities, ^ i 
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FUNDING ALTERNATIi/ES 

Examining funding sources and previously funded projects can provide 'ideas 
for meeting the needs of handicapped students in your district* 

Some funding alternatives to consider are^: 

VOC ED 

The Vocational Education Amendments Act of 1968 provides that 10% of 
Vocational Education funds be used in programs for the handicapped. 

App^lications for Vocational Education funds must be in the form of a. 
project proposal clearly stati'pg the goals, procedures, budget and 
evaluation of the program. 

Applications are reviewed on the following basis; 

1. Impact of meeting vocational needs of youth. 

2. Impact on reducing youth! unemployraent . 

3. Extent to which project i^.romotes cooperation between public 
education and appropriate! manpower agencies. 

4* , Relevance to priority areas in vocational education specified 
in the long-range program plan. 

5. Adequacy and competence of personnel designated to carry out 
the program. 

6. Adequacy of 'facilities. 

7. R^easonablene^s of cost estiihatiB. " ! 

1 

For further. information contact the State Division of Vocational- 
Technical and Adult Edlication Services. 

TITLE II SPECIAL NEEDS 

Districts may make application for published materials to supplement 
programs for handicapped when. special needs can be shown. Again these 
funds are competitive but proposals which deal with programs for the 
handicapped are encouraged. As with other Title programs ir^formation 
about Title II can be obtained from the offices of the State Super- 
intendent. 

TITLE III E.S.E.A. INNOVATIVE AND EXEMPLARY PROGRAMS 

Fifteen percent of the state's allocation of Title III ESEA funds aro 
to be awarded to innovative or exemplary programs for children with 
handicapping conditions. Because of the philosophy of this Title, 
^ obtaining prosram approval is a highly competitive propositi-MU Guide- 
lines for submitting proposals may be obtained from your Stat.c Office. 



P.L. 91.230* TITLE VI PART B AND D 

LiTnited funding ia provided on a competative basis to school districts 
under two paragraphs of Title .VI. Part B funding is available for 
direct programs for children.^ These proposals are often designed as 
new, supplemental or extended year or summer programs. Part D funds 
are designated for inservice programs. Training programs are available 
to a variety of individuals who are involved in programs for the handir 
capped. . . . " ^ 

Monies are also available from Department of Health, Education and Welfare 
under various titles and programs. ^^In addition, private agencies and large 
companies may be able to provide funds for specific types of career ed programs. 
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ANCILLARY SERVICES ' 

f 

In small, rural districts it is almost impossible for the special education 
teacher to provide all services to tlie wide range of handicapped students. For 
this reason it is important for small schools to take advantage of available 
supportive services and cooperative programs, whenever possible. 

Following are four exainpies of ancillary, supportive services. 

Cooperative Mobile l^a^^E^^^g Home Ec Program 

Program designed to prepare students for entry level jobs in home economics 
related occupations. While the curriculum wouldj center around specific job 
skills, social adjustment, grooming, job relationships, consumer education 
and basic life skills could be an integral part ^f the course.. Main units 
of study might include family development, home and small institutional care, 
food service and clothing repair. ' 

Secondary E.M7RV students involved in the career education program would be 
. eligible. • 

. "f 

Mobile Vocational Evaluation Unit 

Program developed to evaluate handicapped students in the career education 
program for the purpose of making recommendations for job placement, skill 
development and further training. The evalu^tor will use assessment devices 
in the areas of achievement, intelligence, personality, aptitude, interest 
and specific vocational skills. After making the assessment, the evaluator, 
special ed teacher and student will work out a vocational program. 

Services may incorporate D.V.R. involvement. 

D.V.R. Pre-Vocatiohal Counselors 

. When possible, the local office of the Department of Vocational Rehabilitation 
may be able to supply a part or full time counselor to work with students who 
have a vocational handicap. The object of early D.V.R. involvement is to help 
the school provide preventative service to students before anti-social behavior 
patterns become fixed. Since all students who are clients of D.V.R. become 
eligible for S.V.R. services, D.V.R. involvement could greatly expand program 
possibilities. . * 

NARC-OJT 

This on-the-job training program is *a national contract between the U.S.*' 
Department of Labor and the National Association for Retarded Citizens. The 
program is designed to demonstrate that the mentally retarded worker represents 
significant potential manpower and to open new competitively paying jobs for 
the mentally retarded worker. NARC-OJT and the .employer enter into an agree- 
ment whereby, NARC reimburses 50% of the first 160 hours wages and 257. of the 
next 180 hours x^agus, with the understanding that employment will be continued 
after the reimbursement period. The employer retains the right to terminate 
employment at any time. ' 



To be eligible a student must have an I.Q. of 80 pr belo\7, be work-ready and 
be in his final year of formal education. 



Some other local Sources of assistance might be: j 
County Mental Retardation Office ^ i 

Local Association for Retarded ChilSren 

/ 

County Nurse ^ i 

Day Care and Training Programs . - _ 

Local Group Homes and Boarding Schools 
State Employment Office 

Y.M.C.A. ' ' ' . 

State Employment Office (information on laws and regulations governing 
youth employment) ^ 

Goodwill Industries of America 

To find out which services may be available to you, contact*: 
Intermediate School District 
State Superintendent of Instruction 
State Vocational Education Departmer>t 

Mental Retardation Board * . ' ' 

Association for Retarded Children ^* 

Nearby larger districts 

Local colleges or universities 



.TEACHER TRAINING 



Supportive services in the area of teacher training are also necessary 
if handicapped students are to receive the full benefit of a career education 
program. This teacher train;Lng should include all regular classroom teachers 
in addition to the special educators. 

This involyement of regular classroom teachers is especially important 
in small rural schools since in the small district handicapped students are 
usually inte'grated into the regular classrooms. 

,To encourage teachers to participate in inservice or training v/orkshops, 
several suggested alternatives are: 

1. P^rovide release time for teachers. 

2. Provide inservice credit related to. the pay scale. 

3. Work through a college or university to provide college credit to 
teachers. ^ 

4. Pay teacher's expenses to attend classes. 

5. Include inservice as part of orientation in the Fall. 
Some inservice topics to consider are: 

Procedure' for Referring Handicapped Students 
Role and Function of Special Fducation 
Awareness of Handicapping Conditions 
Learning Characteristics of the Handicapped 
Materials Ijodif icati.on 

Use of Ancillary Personnel (psychologists, therapists, etc.) 
Classroom Management 
Career Education Concept 

Infusion of Career Education into Curriculum 
Conmunications between regular and special education teacher 
Student Evaluation' 
Dealing with Parents 

Teaching Survival Skills to the Handicapped 
Theaei a:re just ideas for possible inservice workshops. 
The most important source of information on specific topics to inservice 
should come from a thorough needs assessment of the teachers. 

Included in this section are sample activities that have been successfully 
.used in teacher inservices. 
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SURVEY OF VIEWS ON CAREER EDUCATI9N 

Conditions call ing for Educational Reform 
. ■ - ^ ■ V 

Career education hopes to correct the following criticisms of American Education: 

/ 

1* Too many persons leaving our educational system are deficient in the basic 
academic skills required for adaptability in today *s rapidly changing 
society. - ^ 

2. Too many students fail to see meaningful relationships between what they 
are being asked to learn in school and what they will do when they leave 
the educational system. This is true of both those who remain to grad- ' 
uate and those who drop out of the educational system. 

3* American education, as currently structured, best meets the educational 
needs of that' minority of persons who will someday become college grad- . 
uates. It has not given equal emphasis to meeting the educational need's 
of that vast majority of students who will never be college graduates. 

4. American education has not kept pace with the rapidly changing pos^- 
industrial society. As a result, both over-educafced and under-educated 
workers are present in large numbers. Both the boredom of over-educated 
worker and the frustration of the -under- educated worker have contributed 
to the growing presence of worker alienation in the total occupational 
society. * ^ ^^-^^ 

Too many persons leavf our educational system at both the secondary and 
collegiate levels unequipped with the vocational skills, the self -under- 
standing and eareer decision-making skills, or the* desire to work that 
are essential for making a successful transition from school to work. 

To growing need for and presence of women in the work force has been 
adequatey reflected in neither the educational nor the career options 
typically pictured for girls enrolled in our^educational .system. 

The growing needs for continuing and recurrent education on the part of 
adults are not being adequately met by our current systems of public 
education. *' 

*Insuf f icietit attention has been given to learning opportunities outside 
of the structure of formal education which exist an4, are increasingly 
needed by^ both youth and adults in our society^ 

The general public including parents and the business-industry-labor 
community has not been given an adequate role in formulation of educa- 
tional policy. 
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7. 



8. 



9^ 



10. American education as currently structured, does not adequately meet the 
needs of minority, nor of economically disadvantaged persons, in our 

> society. 

11. Vost high school education has given insufficient emphasis to educational 
programs at the ?ub-baccalaureate degree level. 



IN YOUR OPINION how VALID was each of these statements? To what degree is each 

statement APPROPRIATE to use in. relation to the rising career education movement? 

Condition VALID . APPROPRIATE 

Yes No Not Sure Yes No ---Not Sure 

1. ' •■ _ 

2. • « 

, 3. ^ _ 

4.,.- -^ _ . 

5. _ _ 

6. . • 



7. 



8- . \ 

9. 



10.- 
11. 



Career Education is b'ased on a number of concepts including j 

1. Since both ope's career, and one's education extend from the preschool 
tshrou^h the' retirement years, career education must also span almost 
the entire life cyclev 

2. The concept of productivity is ^central to the definition of work and 
so to the entire concept of career education. 

3. ^ince "work" includes unpaid activities as well ^s paid employment, 

career education's concerns, in addition to its prime emphasis on paid 
employment, extend to the work of the student as a learner, to the 
growing numbers of volunteer workers in our society, to the work of the 
full-time homemaker, and to work activities in which one engages as - 
part of leisure and/or recreational time. ' . 



4* The cosmopolitan nature of today's society demands that career education 
embrace a multiplicity of work values, rather than a single work ethic,, 
" as a means of helping each individual answer the question "tJh'y should I 
work?^'/ 

5» Both one's career and one's education are best viewed in a developmental, 
rather than .in a fragmented, sense» 

6* Career education is for all persons the young and the old; the. mentally 
handicapped and the intellectually gifted; the poor and the''wealtl^^; males 
» and' females; students in elementary schools and in the graduate cpll 

, 1. The societal objectives of career education are to help. all individuals: 

a) want to work; b) acquire the skills necessary for work in the6e times; 
and c) engage in jjork that is satisfying to the individual and beneficial 
to societx 

^ 8. The indiviauaiistic goals of career education are to make work: a) possible, 

b) meaningt\^l, and, c) satisfying for each individual throughout his or her. 
^ lifetime^ 

9« Protection of the^^indiviiiual ' s freedom to choose and assistance in making 
and implementing career decisions are of central concern to .career 
education: » . » 

f ■" . 

10* Tl^e expertise required for implementing career education is to be found 
4fh jraany parts of society and is not limited to those employed in formal 
1 education. 

'j 

To what extent do you agree with each of the 10 basic concepts listed in this 
document: ^ v 

C0NCJ2PT AGREE ^ DISAGREE * NOT SURE 

■:— . 

2 




3 ■ ^ 

4 



5 
6 
7 
8 
9 

10 



\ 
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The following are basic assumptions about possible results of a career education 
program: " 



If students can sea clear relat'lonships between what they are being asked 
to learn in school and the world of v7ork, they will be motivated to learn 
more in school ♦ 

There exists no single learning strategy that can be said to be best for 
all students. Some students will learn best by reading out of books for 
example, and' other.s will learn best by comhining reading wijth other kinds 
of learning activities, A comprehensive .educational i>rogram should pro- 
vide a series of alternative learning strategies and learning environ- 
ments for ^students. , , * 

Basic academic skills a personally meaningful set of work values, and 
good work habits represent adaptability tools needed by all persons who 
choose to work in today's rapidly changing occupational society. 

Increasingly, entry into today's occupational society demands the posses- 
sion of a specific set of vocational skills on the part of those who seek 
employment. Unskilled labor is less and less in demand, * ^ 

Career development, as part of human development, be^gins in the pre- 
school years and; continues into the Retirements years. Its maturational 
patterns differ from individual to individual, a 

6, Work values, a part of one's personal value system, are developed, to a 
significant degree, during the elementary school years and are modifiable* 
during those years. • ' ^ ^' 

7, Spdcific occupational choices represent only one of a number of kinds, of 
choices involved in career development. They can be expected to increase 
in realism as one moves from childhood into adulthood and, to some degree, 
to be modifiable during mgst of one's, adult years, , 

8, Occupational decision making is accomplished through the dynamic inter- 
action of limiting and enhancing* factors both within the individual and 
in his present and proposed environment. It is not, in any sense, some- 
thing that can be viewed as a sample matching of individuals with jobs, 

9, Occuaptional stereotyping currently acts to hinder full freedom of occua-? 
tional choice for both females and for minority persons. These restric- . 
tions can be reduced, to some extent, through programmatic intervention 
strategies begun in the early childhood years, 

10,. Parent socio-economic status acts as a limitation^ on occupational choices 
considered by children. This limitation can be reduced, to a degree, by 
program intervention strategies begun in the early years. 



11. A positive relationship exists between education and occupational com- 
petence, but the optimum amount and kind of education required as prepara- 

■ . tion for work varies greatly from occupation to occupation. 

* ' . - ' 

12. The same general strategies utilized in reducing worker alienation in 
industry can be used ito reduce worker alienation among pupils and" teachers 
in the classroom. 

13. While some persons will find themselves able to meet their human needs for 
accomplishment through work, in their place of paid employment, others will 
find it necessary to meet this need through work in which they engage 
during their leisure time. 

14; Career decision making skills, job hunting skills, arid job getting skills 
can be taught to and learned by almost all persons. Such skills, once 
learned, can be effectively used by individuals in enhancing their career 
development. 

15. Excessive^ deprivation in any given aspect of human growth and development 
can lead to retardation of career development. Such deprivation will 
require special variations in career development programs for persons 
suffering such deprivation. 

• 

16. An effective means of helping individuals discover both who they are (in 
a self concept sense) and why they are (in a personal awareness sense) is 
thrpugh helping them discover their accomplishments that can come from 
the work that .they do. " 

17. Parental attitudes toward work and towarii education act as powerful influ- 
ences on the career development of their children. Such parental attitudes 
are modifiable through programmatic intervfention strategies. 

The processes of occupational decision making and occupational preparation 
can be expected to be repeated more than once for most adults in today's 
society. 



18. 



'l9. 
20. 



In choosing an occupation, one is, in effect, choosing a lifestyle. 

Relationships between education and work can be made more meaningful to 
students through infusion into subject matter than if taught as a separate 
body of knowledge. 

21. Education and work can increasingly be expected to be intenroven at various 
times in the lives of most individuals rather than occurring in a single 
sequential pattern. 
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22. Decisions individuals make about the work that they do are considerably 
broader and more encompassing in nature than are decisions made regarding 
the occupations in which they are employed. 

23. Good work habits and positive attitudes toward work can be effectively 
taught to most individuals. Assimilation of such knowledge is most 
effective if begun in the 'Sar^ly childhood yearS. 

24. The basis on which work can become a personally meaningful part of one's 
life will vary greatly from individual tp individual. No single approach 
can be expected to meet witH universal success. 

25. While economic return can almost always be expected to be a significant 
factor in decisions individuals make about occupations, it may not be a 
significant factor in many decisions individuals make about their total 
pattern of work. 



In your opinion, to what extent is each of the 25 programmatic assumptions of 
career education listed, VALID? 

r ^ - 

" ASSUMPTION VALID INVALID NOT SURE 

I 
2 
3 
4 
5 
6 
7 
8 
.9 
10 

12 
13 
14 
15 
16 
17 
18 
19 
20 
21 
22 
23 
24 
25 



The following kinds of tasks are suggested for initial implementation of a comp- 
rehensive career education effort. 

A. All classroom special education teachers will: 

1, DevJ.se and/or locate methods and materials designed to help pupils 
. understand and appreciate the career implications of th^ subject 

matter being taught. 

Utilize career-oriented methods and "materials in the instructional 
program, where appropriate, as one means of educational motivation, 

J 3, Help pupils acquire and utilize good work habits, 

4, Help pupils develop, clarify, and assimilate personally meaningful 
sets of work values, 

5,. Integrate, to the fullest extent possible, the programmatic assump- 
tions of career education into their instructional activities and 
♦ 

teacher-pupil relationships, 

6, Providing students with specific vocational competencies at a level 
that will enable students to gain entiry into the occupational 
society, 

7, Helping students acquire job-seeking and job-getting skills, ^ 
8« • Participating in the job-placement process, \ 
9, Helping students acquire decision-making skills, 

B, The business-labor-industry community will-: 

1, Provide observational, work experience, and work-study opportunities 
for students and for those who educate students (teachers, counselors 
and school administrators), 

2, Serve as career development resource personnel for teachers, counselo 
and students, 

3, ^ Participate in part-time and full-time job placement programs* 

4, Participate actively and positively in programs designed to lead to 
reduction in worker alienation, 

5, Participate in career education policy formulation. 
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C. Counseling and guidance personnel will: 

1. Help classruom teachers implement career education in the classroom. 

2. Serve, usually with other educational personnel, as liaison contacts 
between the school and the business-industry-labor community. 

3. Secve, usually ^ith other educational personnel, in implementing 
career education concepts within the home and family structure. 

4« Help students in the tojtai career development .process, including 
the irictking and implementation of career decisions. 

5. Participate in ^part-time and full-time job placement programs and 
ih follo\sT-up studies of former students. 

The home and family members where pupils reside will: 

1. Help pupils acquire and practice good work habits. 

2. Emphasize development of positive work values and attitudes toward 
work. ^ 

3. ' Maximize, to the fullest extent possible, career development options 
. and opportuniti'es for themselves and for. their children. 

E. Educational administrators and school boards will:, 

/ 

1> Emphasize career education in the special education program as a 
priority goal, 

2. Provide leadership and direction to the special education career 
education program. 

^ * > 

3. Involve the widest possible community participation in career educa- 
tion policy decision making. 

4. iProvide the time, materials, and finances required for implementing 
the career education program. 

5. Initiate curriculum revision designed to integrate academic, general, 
and vocational education into an expanded set of educational. oppor- 
tunities available to all students. 



( 
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In your opinion ^ how appropriate is eacli of the tasks. 

- APPROPRUTENESS OF. TASK 

TASK YES • NO NOT SURE 

A-1 ' _j_ _^ ■ • . ■ 

A-2 ^ ^ ... 

X A-3 _ 

A-4 ' ^ 

A-5 ■ ^ 

A-6 ' 

A-7 ■ 

A-8 • 

A-9 

B-1 • 

B-2 _^ 

B-3 • . 

'B-4 

• B-5 zz nmn 

C-1 ^ ^ 

C-2 ; 

C-3 . 

c-4 : 

C-5 • . 

D-1 _^ _^ 

D-2 

D-3 

E-1 ~ i;;;;! ZZZZ 

E-2 

E-3 • 

E-4 ' 

E-5 
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Inservice II 

•Slow learner "Awareness Activity 
Teachers who are usually fairly efficient learners frequently have 
little or no perception of how the slow learner experiences school. The 
following activity is helpful in creating an awareness of how it feels to 
be a slow learner. For this activity, the instructor or leader assumes the 
role of a very authoritarian teacher. Not only does he present a "test'.' 
which is unreasonable, and a grading system which is inflexible, but he also 
interjects a number of factors which increase the stress of the experience.' 
For instance, he "cuts" on students if they hesitate or ask for an item to be '* 
repeated, he imposes time pressures, he creates distractions and interruptions 
which interfere with the achievement of the class, and he embarrasses the stu- 
dents by having them exchange papers, and later by having them report their 
grades orally. The following directions are given to the group. 

'\ * ' 

Instructor ; I am going to give you a te§t to^ay. Not only will we be measuring 
your achievement in basic skills, but we will be learning something about how 
you function as a learner, also. In other words, your performance will tell 
us something about abilities in auditory reception, motor response to auditory 
information, auditory memory, visual-motor coordination, and problem solving 
ability. It is important that you do the best job that you are capable of doing. 
Now seat yourselves so that you are in alternate seats, and take out a she^t of 
paper and a sharpened pencil with an eraser. 

I. Spelling 

Instructor. ; The first subtest' is a measure of your ability to spell. These 
words all pertain to handicaps or learning problems and should be familiar 
to you. I v;ill pronounce each word only twice. Listen carefully as I ctinnot 




repeat it more than twice. Ready? (Do not use the words in sentences nor 
give the meanings.) - . 

1» Apraxia (Difficulty in motor output or in performing purposeful 
motor movements due to abnormality of the central nervous system.) 

2. Athetosis (A form cerebral palsy marked by slow, recurring, 
. weaving movements of arms ;/nd legs, and by facial grimaces.) 

3. Dyscalculia (Lack of ability to perform mathematical functions, 

/ 

usually associated with neurological dysfunction or brain, damage.) 

4. Exaphoria (Insufficient action of certain muscles of the eye so 
that one eye tends, to deviate outward but can be controlled by 
exfra muscle effort.) 

5. Exogenous (A condition or defect resulting from other than 
heredity or genetic factors, sucMas ,:environinent or .trauma.) 

6. Galactosemia (An inherited condition of mental tetardation caused 
by an error in the metabolism of the galactose in milki) 

7. Hypokinesis (The absence of a normal amount of bodily movement and 

motor activity.) 

\ 

8. Psychopathology (The study of the causes and nature of mental 
disease.) 

9. Sensorimotor (Any act whose nature is primarily dependent upon 
the combined or integrated functioning of sense organs and motor 
mechanisms.) 

10. Strephosymbolia (Perception of visual stimuli, especially words, 
in reversed or twisted order.) 
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II.- Word Meanings ^ 

Instructor ; For part two. you are to write the definitions or meanings 
for each of the words you just spelled. Get right to work. 
III. Dictation . ? 

Instructor : We will now test the speed and accuracy by which you are able 
^ to write the paragraph I will dictate to you. In other, words, how quickly 
can you decode an auditory message and convert it to its written form? 
Listen carefully as I cannot repeat anything. This subtest is timed so be 
sure to write rapidly. Do not abbreviate or use shorthand. Be sure to in- 
clude the necessary marks of punctuation.. Ready? (The instructor is to 
dictate th^is portion at a speed which is too fast ! By watching the testees, 
it is possible to determine hOT7 to keep the tempo at a "frustration rate".) 

There is a certaia pattern which physicians and rehabilitation special- 
ists recognize as the impact upon personality of a crippling illness 
or injury. It is particularly marked when disaster strikes after one 
has become an adult, though if a disabled child has lived in a too 
protective environment a handicap may be ^irst really realized as a 
, . deterrent wtfen 'he is grown. Then it wiil come as a shock. 

IV. Arithmetic • ' 

Instructor: This subtest measures your ability to use basic arithmetic 

skills,. The first three problems are to be calculated "in your heads". 

In other words, do not write anything on your paper except the answer. 

Listen carefully as I will not be able to repeat the problems. (R^ad these 

quite rapidly.) 

1. 13 + 8 X 2 ¥9 - (1/3 of 27) ; 6 = 

* R&cord your answer. (7) 

2. 2x 13 + 9^5x9-3; 10= ^ 
Record your answer. (6) 



JV.». 
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3. 575 f 23 T 1/5 + 13 X 5 = 

Record your answer. (90) 



Instructor ; You may calculate the next two problems on your pap> 




Both 



problems are timed so work as quickly as you can. ThB first is a lon^ 
division problem, ' * . " ^ 

4. Divide 109,572,376 by 97,387, Carry your answer to the hundredths. 
You !-ave two •minutes to calculate the answer, (Frequently remind 
the "class" of the time. For instance "You have 30 seconds left.,.. 
15 seconds. , , 

(Answer - 1,125.12) , ^ » 

5. This is an interest problem. Suppose that you start with $375 
which you invest at 5 ^ % interest which is compounded semi-annually 
fbr 30 months. Determine how much money - principal plus interest - 
you would have at the end of that time. You have, 3 minutes; Get 
right to work! (Again, give frequent reminders of the time.) 
(Answer - $429.48) 

Instructor : We will correct these in class so exchange your papers with 
someone sitting near you. (Proceed with the correcting. For subtest three 
instruct them to record a check mark for each word that is omitted or mis- 
spelled.) Now. calculate the scores on each subtest according to these guide- 
lines. On subtests one and two, subtract 10 points from a possible 100 for 
each error. In other words, if you have two wrong, your score will be 80 
(Allow time for this to be done.) tdv subtest three, you deduct two points 
from a possible 100 points for each word that was misspelled or omitted. 
Each item iri subtest four is worth 20 points, so deduct 20 points from 100 
for each error in this part. 



Instructor ; Now calculate the grade on each subtest according to this, 
scale, 

f 

A = 93 - 100 
B = 85 92 

C = 77 - 84 < . 

D = 70 - 76 

F - 0 - 69 ^ 

Return the papers to the owners. (Pause*) ^^hen I call your name, tell me 
your grades. (Proceed through this part unless you feel it might be too 
unpleasant for some of the group members. In that case you might say, "I 
had intended to ask you to tell me your grades, but perhaps I had better 
spare you that embarrassment.") 

Instructor : By now mosi;: of you have caught on that I've been playing a 
game with you. But even as a game, this experience has provoked some 
unpleasant feelings. Let's attempt to identify some of those feelings. 
(Here you would move into open, discussion. It might be effective to list 
these responses oil the board.) 
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TEACHING THE SLOW LEARNER. 



Inservice III 



Since most teachers are efficient, successful learners, they expect '^^ 
all students to learn in the same way. These chara^cteristics and sug- 
gestions may be helpful to you in working with slow learners. 



Learning Characteristics 
Short attention span: 



Teaching Strategies 

^*^Short periods of activity. 
^Appropriate^ degree of difficulty, 
•Attractive materials. 
Activity related to the interests and 
needs of the students. 



Easily frustrated*: 



*Keep challenge'' appropriate for the 

ability level of the student. 
Give directions slowly; use words that 

the student can understand. 
Be specific and consistent in giving 

directions. 
Give the student adequate time. 
Give encouragement and praise. 
Don' t. embarrass; the student. Avoid 

thr.eats. 

Have alternate plans whenever possible 



Low verbal activity: 



*Use simple vocabulary and sentences, 

Choose written materials close to 

thef^' level. 
Use pictures, illustrations, and 

demonstrations. 
IThen possible encourage students to 

tell whad they are doing as they 

do it. 



Slov7 in responding: 



^'Introduce one idea or step ac a time, 
Keep questions simple aod direct. 
Allow adequate time to respond. 



Poor short term memory: 



^Relate the new to something already 
known. 

Establish orderly procedures. 
Provide new learning in small doses. 
'-^Provide jpractical examples. 
Provide I repetition and drill. 



Foot long term memory: 



^Practice new learning as quickly as 

plD^sible* 
^Review frequently. 
Use new learning in a variety of 
situations* 



Difficulty. in attacking 
problems • 



*Show what ^to do while you tell. 
Have student show that he understands 

V7hat to do. 
Simplify problems as much as possible 
Help student attack problem one step 
: at a time. 



Difficulty in making 
generalizations : 



*Keep concepts as basic as possible. 
Present concrete experiences using 

all senses. 
Show how various. ideas and activities 

are similar. 



Cautious about new 
experiences: 



^Prepare "groundwork" for new 
-•experience. 
Move from known to unknown. 
Give reassurance to student in his 

new experience. 
Allow student adequate time to make 
adjustment. 



Poor work habits: *Set up realistic shott term goals 

with the. student, and require 
student to atta^in them. 
' ' Establish and maintain a regular 

routine. 

Provide adequate supervision and 

guidance. 
Give periodic encouragement; 

recognize achievement. 
^Communicate gr.oblems to special ed 

teacher. 



STUDENTS WITH LEAMING DISABILITIES 

Students with learning disabilities often have the most difficult 
time in school • The descrepancy between their ability and performance 
may make teachers and parents think they could? do better ^»if they tried". 
These ^strategies may be helpful with x/orking witK learning disabled 
students.^ 



Character is t ics 

Wide discrepancies in their 
abilities: 



Teaching Strategies 



Identify areas of strength J^maximize 

use of these areas. 
Identify areas of weakness; provide 

remediation. and/or alternate 

activities. 
Provide '^crutches*' for problem argas. 



Frequently exhibit disorders 
in spoken and vzritten 
language-: 



Provide" appropriate remediation. 
Allow aiternatc methods of expression. 
Permit student to -vyorkjfrom.his 
ability and achievement levels. 



Frequently exhibit reading 
problems: I 



Provide Appropriate remediation. 
^Prav^de reading, materials at ' 

appropriate level of difficulty. 
Provide', instruct ion through other 

channels and media. 



Frequently exhibit difficulty 
with computational skills: 



Provide appropriate remediation. 
Provide "crutches'^ 



Frequently develop emotional 
problems: 



Set reaj.istic time and achievement 

requirements. 
Provide adequate success experiences. 
Give recognition for achievements. 



.Poor self concept:. 



Provide success experiences. 

Ayoid embarrassment. 

Show acceptance of student. 



STUDENTS WITH EMOTIONAL IIATOICAPS 

Emotional stress will have an adverse effect on learning. Even 
though you, as a teacher, can't provide psychotherapy, you can provide 
an environment that is , relatively safe and ^ow in stress. 



Characteristics 

ShcKt attention span due to 
•stress: 



Classroom strategies 

Arrange seating 'to discourage day- 
dreaming and/or distraction. 

Call on student, or in some other 

• way demand his attention frequently. 

Give assignments which are interesting 
and relevant to him. t 



Inappropriate behavior: 



Low f frustration level: 



Ignore inappropriate behavior unless » 

potentially dangerous. 
Reward (reinforce) appropriate 

behavior. 

Manage classroom to minimize oppor- 
tunities for inappropriate behavior. 

Avoid taking personal offense at in*- * 
appropriate behavior. 

Shov; acceptance of student despTte 
inappropriate behavior. 



Keep length and difficulty of assign- 
ments within the stress tolerance 
of tjie student. "^^^ 

Manage classroom to avoid .grouping of 
disturbed student with those who are 
intolerant of him. 

Be flexible about deadlines. 

Give help, guidance, and support as 
needed by the student. 



Difficulty in forming 

interpersonal relationships: 



Allow disturbed student to V7orIc with 
those whom he can relate with. 

Strive to establish a warm relation- 
ship with the student. 



> 
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Name 



Subject Taught 

EVALUATION 

Excellent Poor 



1. 


This, meeting dealt v;ith a concern I 


1 2 


3 


4 


i5 




have had. 


/ / 


/ 


/ 


/ 


2. 


The information presented clearly 


1 2 


3 


4 


5 




answered questions on the agenda. 


/ / 


/ 


/ 


/ 


3. . 


This meeting helped me understand 


1 2 


3 


4 • 


5 




referral procedures and placement. 


/ / 


/ 


/ 


/ 


4. 


The teaching suggestions and 


1 2 


3 


4 


5 




materials display for slow 


/ / 


/ 


/ 


/ 



learners were useful. 
Suggestions for improving meetings: 



S ^ 

.. . . _ 

I would appreciate receiving program help with one or more students. YES NO 



Suggested topics for future inservice meetings: 

■ / 

— ^ ^ ^ 
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DELEGATION OF PROGRAM RYPONSIBILITIES 

In a small, rural district, the secondary special education teacher 
will .probably have the main responsibility for managing the career education 
program including any work-study placement of handicapped students. 

Advisory committees, ancillary personnel, administration and employers 
can all assist the teacher in order to .lighten the load, but as with other 
aspects of the program, their roles must be clearly defined. 

The following table is a sample delineation of program management re- 
sponsibilities* 

In addition to the personnel included in this table your district 
might delegate responsibilities to: 

Vocational Director * ' j 

Vocational Rehabilitation Counselor 
Guidance Counselor 
' Title I teachers 




t 



. RF<?PONSTBTLITIES 



TEACHER/ ADVISl 
COUNSELOR ADMINISTRATION .EMPLOYER COMMt 



Identify students who qualify for 
special help* 



Develop secondary EMR program (goala, 
objectives, curriculum) <> 



Develop 



Apprpve & 
Advise 



Advise 



Coordinate K-12 Special Education 
pro gran 



Advise 



Advise 



Develop system for on-going evaluation 
of Lotnl program 



Develop Approve 



Provide facilities for instruction 
(including "vocational) 



Provide 



Provide Advise 



Sot doxin policies for \;ork-f.tudy 
program' 



Advise 



Adopt 



Advise Advis4 



Evaluate student ^s functional level 
at beginning of program 



Evaluate 



Develop goals and objectives for 
each student in program 



Develop 



Provide necessary academic 
instruction 



Instruct 



Wien possible, intejyrate student 
into mainstream classes and work 
with teacher 



Consult 6i Coordinate 
Coordinate 
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TEA.CHER/ ADVISORY ITINERANT 
COUNSF.LOR ADMINISTRATION EMP7aOYER COI-MITTEE PERSONNEL 

Psychologist- 
Test 

Develop Approve & . Advise Advise Vocational • • 

Advise * Consultant 

Advice 

Advise ' Advise Advise Vocational 

* * ^ ' . Consultant 

^dvise 

Develop Approve ' Voizational 

Consultant 
/ Advise 

^ -r 

Provide Provide^ Advise . Vocational 

\ , / ^ Consultant 

\ ' / Advise 

"''"v" ""4^" 

Advise Adopt AdV'ise Advise Vocational 

^ . Consultant 
^ Advise 

- i - 

Evaluate Psychologist 

, . , and Vocational 

' . • Consultant - 

! ' , Evaluate 

Develop^ " Psychologist 

and Consultant 
^ • Advise 

iSiruct * Consultant 

s Advise 

■Consult & Coordinate ' Consultant 

Coordinate ^^vise 
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RESPONSIBILITIES 


TEACHER/ ' 
COUNSELOR 


ADMINISTRATION 


* EMPLOYER 


adv; 

COM 


Prepare students with necessary 
{general job skills 


Instruct 




instruct 
Advise 




' Maintain discipline in class and 
during school hours 


Discipline 


Support 






Evaluate student career potential 
realistically 


Evaluate 

" r - 


- 


Evaluate 

/ 


i 


Provide in-school work experience\ 

\ 


Cooroiaate 


Provide/ 
Approve 






Provide coimunity work stations 


Co 0 rdiTtat e Adv is e 
^^^^^^^p prove 


.Provide 


AdvJ 
Inv 


r « 

Analyze v7ork-study job by skills 
required ^ ' 


Analyze 




Analyze 




Develnp specific job skills needed 
for work-study job 


Instruct 




x^^^^Cnstruct 




Provide nacessary transportation 
to job site 


Coordinate 


Provide 




AdvJ 


Supervision of on-the-job V7ork 


Supervises 


Approve 
(release Jiime) 


^ Supervise 


\ 


Evaluate, students work-study 
experience ^ 


Evaluate 




Evaluate 




Terminate and evalu ate successful 
job placement 


Confer^ 
Decide 


Support 


Confer 
Decide 




Fqllow-up on all prcogram graduates 


Follow-up 


Follow-up 






Publicize x^rork-studjy program 


Publicise 


Publicize 


Publicize 


Pub: 


ERLC 


/ 


• 







.teacher/ 

coljnselor administration 



EMPLOYER 



ADVISOkY ITINERANT 
COMMITTEE PERSONNEL 



Instruct 



Instruct 
Advise. 



Consultant 
Advise 



Discipline Support 



Consultant 
Advise 



Evaluate 



Evaluate 



Vocational 

Evaluator 

Evaluate 



Coordinate 



Provide/ 
Approve 



Consultant 
Advise 



Coordinate 



Advise 
A|^prov€ 



Provide ^ Advise Consultant 
Invft\s t i gat e Ady i s e 



Analyze 



Analyze 



Consultant 
Advise 



Instruct 



Instruct 



Consultant 
Advise 



Coordinate Provide 



Advise 



Supervise Approve Supervise Consultant 

(release time) Advise 

Evaluate Evaluate i 



Confer Support Confer Consultant 

Decide Decide Advise 



es Follow-u? Foliov;-up 



Publicize Publicize 



Publicize Publicize 



WORK ACTIVITY. GUIDE 



Since the special education teacher will probably have the major respon- 
sibility for management of the career educatiotji program, it is extremely 
important that his/her duties be ^learly defined. 

One method of doing this is to develop a Work Activity Guide which describei 
significant activities, authority ejcercised and channels of communication. It 
would probably be beneficial to the progiram to develop such a guide for all 
personnel involved in working with the handicapped, since the guides not only 
clarify each persons role in relation to the total program, but provide an 
excellent basis for evaluation. 

Samples ,of Work Activity Guides for a Special Education Resource Room 

Teacher and Vocational Consultant are included. 

.X 

While this format has been used successfully, another type of guide may be 
more effective in your district. 



UORK ACTIVITY GUIDE FOR RESOURCE ROOM TEACHER (Secondary W/S Program) 



2!AJ0R FUIICTXONS 



PROGRAM 

DCVELor;iE:rr 



PROGRAM ... 
IMPLEMENTATION 



6 i 



SIGNIFICANT ACTIVITIES PERFORIIED 


AUTIIOPvITY EXERCISED 


1. Assist in initiation of rcJferrals 




2. Determine qpecific learning difficulty and 
subsequent needs of stud.ents. 


- 


3. Participate in case conferences. 




4. Formulate program for each student, in 

cooperation with regular classroom teachers. 




j» LicvejLop pian i.or inuegi ai-Lng career eQUca** 
tion into each student *s-prpgram. 




6. Develop system for on-the-job v;ork experience. 




7. Select and request appropriate instructional 
materials. 


■ 


1. Work v;ith teacher (s) and student to formu7 
late learning contract.. 




1. Plan and carry out instructional program to 
fulfill contract. 


» 


3. Assist teachers in individualizing instruction 
to meet handicapped student's needs. 





4. Use a{>propriate instructional materials. 


"-.-A 


5. Train aides for maximum use as supplemental 
instructors, when available. 




V 

6. Guide students through Career Education 
Projjr^m. , * 





fUC' ACTIVITY GUIDE FOR RESOURCE ROOM TEACHER (Secondary W/S .^Program) 



SIGNIFICANT ACTIVITIES PEkFORIIED . 


AUTHORITY EXERCISED 


f 

WITH ITIIOM YOU COMMUNICATE 


\ssist in initiation of referrals 




\ 


)etermine specific learning difficulty and 
subsequent needs of students, ^ 






Participate in case conferences. * 


\ 


•| 


Formulate program for each student, in 
cooperation with regular classroom teachers.' 






^qvbI on nlnn for Intftt'i'^titu? CAroor GfiiiPA— • 

tion into each student's program* 




s ■ ^ 


Develop syctent for on-the-job v;ork experience. 






Select and request appropriate instructional 
naterials. 






'Jork v;ith teacher (s) and student to formu- 
late learning contract. 


- 


- 

1 


Plan and carry out instructional program to 
fulfill contract. P 




1 


Assist teachers in individualizing instruction 
to meet handicapped student's needs. 




/ 


Jse appropriate instructional materials. 




\ 


Train aides for maximum use as supplemental 
.ns true tors, v;hen available. 




• ^ ■ 

/ ■ I' ■ 


3uida students through Career Education 
Program. 




i 

f' 
i 


er|c «>d j 
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WORK ACTIVITY GUIDE FOR RESOURCE ROOH TEACHER (Secondary W/S Program) 



lAJOR FUl.'CTIOKS 


SIGillFICANT ACTIVITIES PERFORMED 


AUTHORITY EXERCIS 


PROGRAM 
IMPLEMEtvTATION 
^ontinued)- 


7. Place "qualified" students in work 
experience ptogram* ^. 




}io::e Atio'^ 

COIMUNITY 


^ > 

1. Educate parents and cooununity to scope 
and sequence of special ed program 
through active participation in , 
advisory coiranrttee 


• 


2, Train parents 'to carry out home instruc- 
tions whore indicated. ^ 

t 




3. Develop and maintain system for evaluative 
contacts with employers. 




^. Maintain contact with student's parents 
and/o*: guardians 


< 


5, Make available resu^lts of follovj-up 
studies. 




EVALUATION A^^) 
rOIiECAST 


1. Maintain daiJLy record of student's progress. 




2. Evaluate students on-the-job work experience. 




3. Conduct follow-up of program graduates. 




Kvaluatc effectiveness of available instruc- 
tional materials* / 




5. Provide information to assist in budgeting 
for program. 





\ * » / ' 

/ 

fORK ACTIVITY GUIDE FOR RESOURCE ROOM TEACHER (Secondary W/S Program) Pa^e 


SIGillFICANT ACTIVITIES PCRFORIICD 


authoritPexep.cised 


WITH WHOM Y6U COMMU.'IlCA'i.'E 


Place "qualified** students in vorlc 
.experience prograth. 






Educate pairents and cbiTimupity to scope 
and sequence of spcciiil ed program 
through active participation in 
advisory corr»inittcc ^ 




V 


Train parents to carry out hom^^ instruc- 
Lxons wQCic mcixcaucu* 


! 




Develop arid maintain system for evaluative 
contacts VJith employers. 






Maintain contact mth student's parents 
'and/ou guardians 






Make available results of follou-up 
studies* 






Maintain daiXy record of student's progress. 




• 


Evaluate studentis on-the-job work experience. 






Conduct follow-up of program graduates. 




* 


Evaluate effectiveness of available instruc- 
tional materials. 






Provide information to assist in bud^^eting 
for program. 






o 0./ 
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WORK ACTIVITY GUIDE FOR EDUCATIOU SPECIALIST - (VOCATlfellAL CONSULTA 



KMOR FUI.CIIONS 



PROGIUM 

develop: L-^rr 



r 



SIGNIFICANT ACTIVITIES PERFOPvl-lED 



1, Plan instructional programs based on appropriate 
assessment information. 



2. Assist teachers in individualizing instruction 
in the classroom. ' 



AUTHORITY EXERCI 



Act 

Recommend 



3. Identify groups and individuals in^terosted in 
participating as advisors in the establishment 
of appropriate programs for secondary handicapped 
children. 



4. Organize interested individuals from c^ach loc'al 
district into a workable committee andVlirocv 
their action. - ' \ ' 



5. Review programs and ' facilities in each partici- 
pating LEA and survey existing career education^ . 
propr^^ms for the handicapped. ^ , 



6. A.aalyze data (#5) and recommendations of^ advisory 
committee before beginning planning. 



7. Plan and develop coordinated programs for each 
participating L&\. 



Develop strategi!^ for reporting results of 
programs to appropriate advisory committee 
and make necessary revisions in prograr^s. 



Advise 
Recommend 



Act 

Recommend 



Act 

Recommend 



Act 



Act 



Act 

^\dvise 
Ue.commend 



act 

Advise 
Recommend 



ERIC 



DRK ACTIVITY GUIDE FOR EDUCATIOII SPECIALZBT - (VOCATIOllAL CONSULTANT) 



OT/»>lTT?TPAMT APTTVTTTPS PPRKORMED 


AUTHORITY EXERCISED 


WITH WHOM YOU C0>51'IIJNICATE 


Ian instructional programs based on appropriate 
sscssmcnt information. 


Act 

Recommend 


LEA staff 


ssxSt toacneiTS in inaiviauaii^iiijp xiii?^-i.uuuxukfc 
n the classroom. 


Advise 
Recommend 


LEA staff 


ddntify groups and individuals interested in 
larticxpating as advisors in unc cuLaui.ii)Uvuciii- 
if appropriate jSrograms for secondary handicapped 
hildron. 


Act' 

Recommend 


Llyl staff and 
Administrators, 
Communi ty 


• ^ • -» *- .«.y-k<r> f>/^«^ -i »-kri -1 \f -1 n 1 <t FvoTTi Gndi local 
^rpan^ze intcrescco inaiviauaj.o ituui »-.a^^n 

istrict into a workable committee and direcL 
huir action. 


Act \ 
Recomm.end ^ 


AdviiT or y Couinfiittec 
tliE/i At^i dnis trv^tori?* 
ISD Ad»;unistrutors 


tcvicw ppograms and facilities in each partici- 
)ating and survey existing career education 
jrograms for the handicapped. 


Act 


LEi\ SL-arf 


1 J *- /i/l-CN r>^A r»isr»rvnm."»r>f1 '1 f*l on of adviSOrV 

malyzc data \3tj) cind recoinmuuuai-iuuo ui. awvA.*?*^*.^ 
nonmittoo before beginning! planning. 


" Act 
• 


Lni\ staff 
ISD staff 


?lan and develop coordiniited programs for each 
>articipating L&i. 


Act 

Advise 

Recommend 


LEA stai'f & 

Administrators 
Advisory Comruittce 
ISD staif . 


)evclop stcaUt-cica for reporting results of 
jrogratas to appropriate advisory committee 
ind make nccoaaary revisions in programs.. 


Act 

Advise 
Recommend' 


Administrators 
AdvIi;ory '^ommi ttee 
ISD :;taff 




< 




WOUK ACTIVITY GUIDE FOR EDUCATION SPECIALIST - (V0CATI01?i\L CONSULT 



VAJOV>. FL'l.CTIONS 


SIGlIiriCANT ACTIVITIES PERFORliED 


AUTHORITY EXERC 


FIKAir.E 1 


1. Provi<lo approprircc information to assist in 
budget preparation* > 


Advise 
• Act 


^ 7 

2. Advise on purchase of materials for special 
education suirvicor? of ISD« 


Advxse 
Review 




3. Obtain approval of any purchases of materials 
made by ISD. 


Advise 


4. Ajjsist in development of soecial education grant 
proposalis within ISD. 


Assist 
Act 


PERSOir.JL 


1. Recommend, desirable qualifications for naw or 
replacement personnel upon request. 


Advise 





1. Assist in infOiiTning other school personnel and 
local boards and community about programs in 
special education. 


Advise 


oPFicn 


1. Plan office v;ori: schedule to rllo^w sufficient 
lead time for completion. 


Act 


POLICY 


1. Support policy of ISD 109 and LliX's 

■N . • 


Act 



WORK ACTIVITY GUIDE FOR EDUCATION SPECIALIST - (V0CATI01l(\L CONSULTANT) 
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WITH vnioa YOU communicate 


Provide appropriate information to assist in 
Duogoc prcpaiQCion* 


Advise 

A f> 

ACC 


LEA Administrators 
ISD Coordinator 


Ik 

Advise on purchase of materials for special 
education services of ISD. 


Advise 
Review 


ISD Coordinutor 


Obtain approval of any: purchases of materials 
made by ISD. 


Advise 


ISD Coordinator 


Assist in dcvulopment of snccial education grant 
proposals yithin ISD. 


Assist 
Act 


ISD Coordinator 


Recommend desirable qualifications for naw or 
replacement personnel upon request. 


Advise 


LEA Administrators 
ISD Coordinator 


Assist in infoi^ning other school personnel and 
local boards and community about programs in 
special education. 

1 


Advise 


LEA staff 
LFA board 
ISD board 
Community 


Plan office v;orh schedule to rllow sufficient 
lead time for completion. 


Act 


ISD secretary 


Support policy of ISD 109 and LEiV o 


Act 


All professional staffs 
All lay persons 
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WORK ACTIVITY GUIDE FOR EDUQ\TION SPECIALIST - (VOCATIOtlAL C0N3ULTANI 



I*.JOR FUNCTIONS 



TECHfIIC;.L 

/.ssist;.i:ce 



ItlSE.'lVICE 



/ 
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SIGNIFICANT ACTIVITIiSS PERFOiyiED 



1. Assist in the referral process. 



2. Seek new, appropriate instructional material's!. 



AUTHORITY EXERCl 



Assist 



Act 



3* Work with ISD Administrator on matters concerning 
special education. 



4. Assess students to establish functional level 
vith regard to career education. 



5. Develop the scope and sequence of course outline 
\Ath emphasis on career education. 



6. Dwelop instruments foy individual and program 
evaluation for reviewing input frora the comm- 
unity, and from staff involved in student's 
program. 



7. Maintain systematic follow-up contact with staff 
involved in student's program. 



1. Assist in maintaining continuous record of student 
progress. 



2. Demonstrate to other teachers^ how to use par- 
ticular teaching materials and techniques 



3. Train aides for maximum effectiveness as staff 
assistants. 



4. Work with supportive staff on neods and particular 
pvtoblonr? of opecial ed nt;tdentn in th.>ir clnr.r^o^. 



Act 
Recommend 



Act 



Act 



Act 



Recommend 



Advise 
Act 



Act 
Advise 



Act 

Advise 
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SIGiariCANT ACTIVITIES PERFOIUIED 


AUTHORITY 


EXERCISED 


WITH WKUH YCU COi-B-IUNICATE 




list in the referral process. 


Assist 


LEA Staff 




ik now> appropriate instructional materials. 


Act 


LEA Staff 

ISD Coordinator ' 




'k with ISD Administrator on matters concerning 
(CiaJL eaucai-jLon. 


Advise 


ISD Cootdinator 




tess students to establish functional level 
;h regard to career education. 


Act 

Recommend 


LEA Staff 
Student? 




fCJLop Lne scope anu otujuoiit-vi uuujldu uuujlxliv^ 
:h emphasis on career education. ^ 


Act 


LEi\ Staff 

s 




relop instruments for individual and program 
tluation for rcviev7ing input from the comm- 
.ty, and from staff involved in student's 
►gram. 


Act 


LEA Staff & Administra- 
tion; ' / 
CouiTiUnity; 
Advisory Committee 


/ 


.ntaiiy systematic follow-up contact with staff 
folvca in student's program. 




La\ Staff 




;ist in maintaining continuous record of student 
egress. • 


Recommend 


: 

LEA Staff \ 
Students 




lonstrate to other teachers how to use par- 
•ular teaching materials and techniques 


Advise 
Act 


LE.\ Staff 




lia aides for maximum effectiveness as staff 
listants* 


Acfe-^ 

Advise 


LEA Staff 




rk v;ith supportive staff on needs and particular 
ob lor^c f ^^|>^c i a 1 ^ud J^t r ci t c Jj: ^th r I a^^t<i2-- « . 
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Act 
^Advise 




LE/\ Staff 

/ 

/ 

/ 
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WORK ACTIVITY GUIDE FOR EDUCATION SPECI^.LIST - (VOCATIONAL CONSULTANT) 



1-iiJOR FU:,'CXIONS 



SIGNIFICANT ACTIVITIES PERFORl-IED 



AUTHORITY EXERCIS 



INSERVICE 
(continued) 



5. Provide instructional background on the needs 
and capabi.lities of the EMR for Advisory Council 
members vihen requested. 



Act 



FORCES! 



ERIC 



1. Gather and' compile forecast information for special 
education programs. 



Act 
Advise 



2, Initiate needs surveys to determine inservice 
' programs to be offered. 



Act 

Advise 



9 
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SIGNIFIC/'iNT ACTIVITIES PERFORI-IED i 


\UTHORITY EXERCISED 


WITH IIHOM YOU COrE-IUNICATE 


)vidc instructional background on the needs 
1 capabilities of the EI'IR for x\dvir.ory Council 
nbcrs v;hcn requested. 


Act 


Advisory Commit teo 


ther and compile forecast information for special 
Lication programs. 


Act 
• Advise 


LEA Administrators 
ISD Coordinator 


Ltiatc needs surveys to determine inservice - 
ograms to be offered. 


Act 
Advise 


LE/v Staff 

ISD Coordinator 

♦ ■* 


> 

c 




/ . 

• 

it 


/ ■ 
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WORK ^STUDY EXPERIENCE 



Supervising the work-study phase of the career education program is 
probably the most difficult aspect of management. This difficulty is par- 
ticulat^ evident in a small, rural district where the special education 
teacher is generally responsible for both classroom instruction and develop- 
ing and supervising the work-study program. 

For this reason we have spent a great deal of time develop;Lng proce- 
duriBS and finding solutions ^to problems that may occur as a result of work- 
study placements. 
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SPECIFIC PROBLEMS OF RURAL WORK/STUDY PROGRAMS / 

• * 

'The special education teacher in a rural district will have some unique 
problems managing the work-study phase of a career education prograr.. for the 

handicapped* 

•J 

Following are some of the mora common problems and some possible solutions. 



PROBLEM 



Transportation to and from job s 



POSSIBLE SOLUTIONS 

Arrange to have students get off school 
bus at work station. 



Lack of obvious work stations 



Car pool students with concerned parent (s) 
to do the driving. 

Allow students with license to drive. 

Cooperation of employers in arranging 
hours to meet transportation schedule. 

Involve community advisory committee and/ 
or other interested persons in search for 
job. Some possibilities are: 



Auto Garage 
Cafe 

Cheese factor)' 
\City workers 
'Creamery 
Egg Produce 
Feed mi LI 
Hospital 
Lumber yard 



Milk route 
Nursing Home 
Private home 

(housekeeper) 
Greenhouse 
Farm 

Forestry service 
Small store 



Misconceptions about abilities 
of EMR students 



Wide spectrum of handicapping 
conditions and ages in one program 



Make an extra effort to publicize work- 
study program with emphasis on its success. 

Use advisory committee to "spread the word". 

Community education program to alert 
people to abilities of the EMR. 

Use teacher aides and/or interested citizens 
to assist teacher in working with students. 

Integrate students into regular programs 
whenever possible. 

Develop tutoring program using more able 
students. 



Set up workshops and resource centers 
where students can vjork independently. 
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PROBLEM 

Lack of enough students to qualify 
for one full-time teacher 



Lack of release time for teacher 
to supervise work-study program 



POSSIBLE SOLUTIONS 

Use team-teaching situations to involve 
total staff in education of the handicapped. 

Make use of itinerant staff (consultants 
and psychologists) to modify regular 
programs to meet special needs. 

U^e community volunteers to supervise 
classroom one to two hours a week to free 
teacher. 



Lack of appropriate assessment 
and training facilities for the 
handicapped 



\ 



Inservice Vocational work-study supervisor 
on needs and abilities of the handicapped 
to allow him to supervise handicapped 
students on the job. 

Meet with employers before/af tier school to 
discuss progress of students. 

Use video tapes, tape recordings, etc. to 
evaluate students. 

jjoin with other nearby rural district to 
establish cooperative evaluation and 
training faailities. 

Contract with vocational rehabilitation 
facilj.fe±es to provide evaluation for 
students^ 



Provide training to vocational teachers on 
learning characteristics of the handi- 
capped. 

Set up work station within the classroom 
to provide training not available in the 
community. 



iVi 
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The following newspaper article, letter to employer and letter to parents 
represent the method used by one small rural school district to implement a 
work-study program for the handicapped. This is just one approach Ithat might 
be used in obtaining job placements for the handicapped. (Organizing the Work/ 
Study Program) 




By VIVIAN WYNNE 

Imagine, if you will, a neat- 
ly groomed youu? jx* r son 
walking into yuur sloro or 
knockin)^ at your door some 
aftonoon. V/ouldn'l you 1>m a 
bit surprised to If^arntbiMlrs 
individual vns wilHncr to work 
for you, follow your directir^ns 
and assist in whatever v;uy 
possible for two to thref hours 
daily entirely without \x\y'> 

Although this sufr«'Stion 
nKiy sound i» bit far ff4chv]^ 
it is a definite i)ossibiiitv and 
can become a reality with the 
coopsration of thecommunlly. 
Phase four of a four-p.^rt, 
work- study progr m at Stan- 
wood Hi^-'h School, und»^r tlie 
directici and supervm- n nf 
Dennis Hanger, vncational in- 
structor, sliO'jld b:gin Inis 
fall, tentatively Sortt-mber, 

WHERr DO you, the busi- 
nessman or woman, or the 
housewife, fit into t*ie pic- 
ture? It*s v*>?rv s»mple; y u 
provide or off^n* j(*)s for rn- 
the-job train:*!^: in- *;tuh"nts 
in Im? special educatu n ciir- 
ses. Students onrollt d in spc'- 
cial eauoation classes are 
generally somewhat harulir-.ip- 
p?d mentally arjJ miy have 
reading proLK'nis. "Other- 
wise t<?ripe!i non-aca iomi" 
stiKients, they aren't in^^ompe- 
tent," explained iiar/^r. 
"Tliey just can't ron\\^ l*» for 
jobs under normal circum- 
s ranees/' 

Students ready lOr Phase 4 
of the program will, in gen- 
eral, be juniors in »9i ptem- 



v^r <jf t.^ d i^i K' ^ \i ti U ii^ 



ber, agt^s IG to 17. BctftM n 
10 and 13 stirknts are involv- 
ed in the hlA\ school prtv 
^ram, htginnin^ with incom- 
ing nnith graders. Initially, 
these [ upils aie in clah^ all 
day with emphasis on reading, 
math and sp^lUii^, 

Each student is encourag- 
ed to v;ork to the best of his 
or her ability in these formal 
stiidiOi). Late^', during pJiase 
two of the prrgr^am, students 
art* lssi^^^ed to various ji»bs 
L'ut&Kle the classroom, but in 
the school facility. Eume/.vork 
in the kitch* n ^\hil^? others 
undertake janitorial typ: taskr 
and ant>ther was assi^;ned to 
assist in the library. 

DURING *his p^iase, e..ch 
student works with and muh^r 
th-^ si^^^rvision of a n'^:uiar 
school emiiloyt»<% ^ular 
classroom studies cortiniu* 
witii fu(!»re wurk skills ri- 
coiving a bit of "Mish", 
Nex* comes phase Ihrtf, dur- 
ing which tin^e the boys and 
cirls are intiriueed to nnv 
faces, instructors and sur- 
rotmiin ^s. 

?f»me have wcjrked at Cluuv^h 
Creek School assisting with 
custo'iiil chores ^\hile undtr 
the supervision of people 
herrtnfor unknovvn to them. 
Others are assi'^acd to dif- 
ferent d;?iurtnh ntsuht'ivthey 
work witn straiKfTS in entire- 
ly new and nnlamihar areas. 
Learninir to foIlt»A directions, 
ho".' to app:»ar phvismt even 
wheu the assigned task isn't 
entirely to ih^ individual's 
likvi'T, are all part of the ini- 
tial training. 



o 
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Other?; may find the two- to- 
three hour, Monday through 
Friday, schedule Ui be very 
satisfactory. This can be 
Worked out betw^'en the em- 
ployer ahd hanger prior to job 
assignments, 

O0-the-j<ib training? ex|VGr- 
iences can be rotated so that 
a variety of exp.'riences are 
offered to these »^tudwnts as 
th^y furtner tueir training 
for^ the future. ".\Liny of these 
special studt^nts are fiintastic 
wgrkers. They ofti n tryhard- 
ei? than i»llar yount%'^tors and 
tl^oy uili often tacido }obsthat 
some ktcis vMuld cause others 
t|) tarn up their luist'S. 

"IN FSSENCE,^ we're try- 
ng to hi Ip these kids to 1-e- 
cuino init^jH Dd^nt, Isolf-sup- 
itX)rting adults. IVy can b*'- 
/come useful, w o r t h h i 1 e 
jlH'Opl^ and a real »«Ms«»t to the 
/ community if triv^'U theoppor- 
; tunity,'' s'tI llin:»'r. 

Soun* of tht:* nrls may be 
cretjcn, may t*rmniU» pai- / able t.i assiM an e'uplr v^r ih 
ticipation in thr pro^^ratn it a ser v ice-udut. d p-'Mticn 
any timo. Mudf-nts as.si.:nKl j such is h-dpin- in a^^Tal 
to a particuluP empl<»yer ar^j sho\\ a r^siaur mt, min uiv 
on a lv;0'WeeL inal ba.slr,.; try, nt Jos. i am • 
If f.ir any.rrason th»^ r^la-, home nr p-rlu*p-^ < n hi»u.v^- 

work, Ul»at««vor th p.vsitjion, 
an aj^dt .<^lumld W pu sM to 
provid^^ j>i»p-'rvi!^i«m. ai.d la- 
t<'r, evaluation. 

Service .sUtion vmk, stock 
room, dustin^', ^%%'*»:»!n<^ o.r 
general cleaning, iu<vi i»ront 
are other sur:«»LU ins t»' 
conf.ideroid hv f/icM' <"tiv< 
"ompl>^-^rs". iN.'ritrm\b»7, 
this on-the-job tiaiiiin : oVj. r- 
ed by communuy ludu 
(Continued in Pa 'O 



Th'Mi iomrs Ph.ise four (»f 
this imp u'taij^ program, ai/J to 
insjijTjir^^lfccess, community 
ccft^f^'^ituin is the key ingre- 
dient. '*\Ve*vi' tri'^l to lay the 
pirouudv.'ork b> offering the 
basics, Nov; you, the coin- 
muhicy business people and/ 
or hohitmakt^rs c n help v.ith 
the final, equally vital im- 
portant part of tid's program," 
said Hanger, 

PHASE 4 is strictlya train- 
ing program, aninowagcsare 
paid tu Ih^ students. However, 
pupils enrolled do receive 
scliwul credit for their v.ork. 
In ajddition, business person- 
nel need not woyry about in- 
surance coverage; the school 
will assume tiiis responsibil- 
ity and each pupil will be fally 
covered under the school's 
liabilily policy, 

Amttiier imp ortant aspect of 
the prtaTam is that the em- 
ployer rji.untiins ab^olulu au- 
thority and at his or her.Jis- 



tioii Jap is imsitisfactory, iti 
n-^f.d nt I be c(ntinut%l. A join^ 
ppM^rj-poc evaluation for larlj 
stuttnt .vitrkv >r v/ill be niadi 
by tli^.' t'lupluyer and Hani^ea 

SCirnULES can bo midfe 
very fl xible,-and thp young 
instruct* >r. Some busnu ^^sof^ 
eratii.ns may not be able to life 
a trainc*? moiv than two or 
three diys a week, dt^pondi^jg 
on the type of work tobedo^ie. 



i » 9 iij IJ 



(Contimied iroin Par** 1» 
pet^plo fifpsti't ivqulrfi a ixiv- 
Clitd; thV Umi >\ Iu v;.. 

c\"r, if .V !' ' ^ . ..f 

Pti iU' t.; t' ■ I,,! »^ |i 

want to offi r soihim '>in[u um- 
tion, 

JOB oppo1umtiosMitlu?city 



are preferr^l du>^ to Irjns- 



p:utitirm pr'»i»I«*rn 
"t''» I ai I • ' . {] 

cati .us ar.'a!,T» :,\\],^ . 
Stu I' iits v ill C'>i{(uai»i 
days in tho cr!M.i| el i,s.s'ifrom 
i.i v»d{|Ulonlotnn.'%p nth rn- 



tor 
bp 
ui 
1(1- 

i irt- 



ing on the lob. 

Hanger Is planning to send 
letters to.f num!)<»r nf business 
firms in ?h'» area, ( vpluniii/ 
the pro nn?. Ht-?,v v* r, th re 
nny be ?;tMr' dh r p in 

<'.e , -I'dn.r v;ln \ -.of » (» 

iiitei* d hi io!f,tn': t \ , »'n- 
d Mvor. f 

Uig to hu!..* .Md'«intm--d;^and 
|)i rsouiHy cntact aiivr i'> ln- 
l*»resti>d at thvir convi.>nance. 
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HAXKY SHKOYEXrCKolrmon 
VAL X. DURHAM, Vict Choirmon 
GcOKGE A. WILSON 
MAKY MAKGAKET HAUGEN 
JOE I, YOUNGREN 



ROBERT N. LARSON/ Suptrlntondtn) 

P.O. Box /j38 
S^anwood, Washington 98292 ^ 



^ARCHIE CONIEY 
Pilnclpol Stonwo*d HiDh Schol 

WIlllAM.VAN BROCKLIN 
PriRclpol Stonwo*d MIddU School 

RICHARD KEIM 
Princlpol Stanwood Primary end ChvfCh 
Crook Elcmonlory Schooli 



RftCGiitly the Stanwood School Board included the work study progran 
V7ithin the high school special education curriculuj;). The purpose of the 
work study progrr.n is to provide the special education student \'ith the 
ncccasary academic and vocational training which will enable hin to becone 
an independent 5 self-^jupporting adult. 

The acaden^.ic portion of the work study pro^ran Will be tausht at the 
hi{?h school. In addition to the acade;nic learnings, the student will need 
to receive actual working experience on a real job. This real^-x/ork t::per- 
ience is of viLal inportv^ncc to the student because without it he will not 
gain the actual day-to-day vorkinf, skills that are required to beconc 
enployabla. 

In order to acquire these proper work skills/ meaninsful job sites nust 
bG GStablisbcd within tho Stanwood- area. It is ny hope that, throup/n 
bvsinocs and industries such as yours, our students will be able to observe 
thc' roal world of v:ork. 
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I would like to r.ient with you in the near future and discuss tho 
pqssibiliricj of placing a student on a job site at your place of business. 



These ^students arc willing tjorkors who only need a chance to prove thair 
V79rth.' If - further infornation about our v;ork study progran? is desired, 
pieaso^feol free to contact no. 

I 

The success of our work study progrnr. lies in the response r.nd co- 
oberotion t!:at wg receive fron the corrmnity. I would like to thank you 
f Dr any assistance and cdvice you n^ight be able to offer. 



Cordially yours 



Dennis Manger 

\jDrk Study Coordinator 
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St^»nwood School District 
' Work Study Program 
Fnrcintal Agreement 

Regardiiajj : 



The Uork Studv Profjram is a special service provided by the Stau /ood Area 
Special Education Departs jnt to m^eX the educational needs of special education 
youth at the secondary level. ' ♦ 

We, as .pducatorsj and you, as parents, are well a^/are of the difficulties 
•which these young adult?; will face when they leave school to enter the world- , 
of-work. The ^lork Study Program has been established to provide, under school 
supervision, additional opportunities for vocational training and experience. 
Your whoJohonrted support is vital to the success of this proj3:rain. 

1. Pup.ils are accepted in the Work Study Program on a trial basis. 

2. Necessary insurance is provided by the School District. 

a. ' ' 

3. A student will not be enrolled In the Work Study Program without , 
the consent and support of the parent. 

4. The parent is responsible for the student's punctual and consiotent 
attendance on the job and in the classroom. 

5. All contact with the employer, made on behalf of the student^ should 
^ be made by, or with the knowledg»3 of, the Work Study Coordinator. 

6. Students may be moved from, job to job in order to provide the type 
of ,v7ork experience best suitejl to his individual needs. 

7. .pome students may earn wages » others may not. Emphasis is placed 

on vocational preparation and training for future employment, not 
on m.onetary remuneration during the training period. 

The Work Study Trogram is offered to qualified students during their enroll- 
hent in thd Special Education Department. A Certificate of Completion or High 
School Diploma will be awarded based on the following criteria: 

1. Successful completion of the Work Study Program. 

2. Recomiaendation of the special education teacher. 

3. Adequate social behavior.! ' 
A. Acceptable work habits and attitudes* 
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Once work-study job sites havfe been identified there are several dteps 
that will help the teacher make the best use of them: 

1. Fully orient all potential employers to thd qualifications and 
handicapping conditions of the perspective students. 

2. MakV^mployers aware of the necessary discipline, attendance and 
evalua1;^on procedures to be followed. 

3. Start a file of available jobs and update as necessary. The file 
might include: 



a. Name of company or employer. 

b. Name of direct job supervisor. 

c. Specific jobs available to work-study students. 

d. Task analysis of each available jol^. (Tft^o methods of 
task analysis and t^7o sample ^task analysis are included 
in this section,) 

e. Entry-level skills if necessary. 

\ f. Hours work-study positions are available. 

g. distance from school and feasible means of transportation 
to job. 

r 

h. Wages paid". to WQrk-study students, if any. 



/ 

/ 
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This is a sample form of a quick 
informal task analysis that might 
be done during job observation. 



NAME: 



ADDRESS:, 
PHONE: 



_SUPERVTSOR: 
' hour's : 



RATE OF PAY: 
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eorm of a quick NAME: 

lysis that might ' ADDRESS: 

J observation. PHONE: 

SUPERVISOR :_ 

HOURS : 

RATE OF PAY: 




This is another task analysis method for a more detailed analysis. 

TASK DETAILING SHEET 

Vocatio n 

Task 



No. 


steps in Performing .the Task 


Type of 


Learning 

Hi f f ^ otil 


















) 


















SAMPLE TASK ANALYSIS 

Job: Mail Clerk Assistant 



Job Description: 

Sort and deliver incoming mail, pick up and sort outgoing mail at CDMRC. 
part-time job, one hour in the morning and one hour in the afternoon. 



STEPS IN PERFORMING THE JOB 

TASK 1 - Sort mail 

. Select item from stack. 

. Match name on letter with name 
on list. 

. Find room number associated with 
that name. 

Find box with* that room number 
marked on it. 

. Put the letter in the box. 

.TASK 2 « Transfer sorted mail from boxes to 
delivery cart. 

• Select number!!^ file' slot in cart. 

. Removes mQ,il from box with the 
same number and places it in cart. 

TASK 3 - Takes cart to elevator, enters and 
rides to fourth floor and delivers 
mail to rooms. ^-Jhen fourth floor is 
completed takes elevator to third, 
delivers mail, then down to second 
floor, then returns to mail room. 



TASK 4 



Delivers mail to rooms and picks up 
outgoing mail. 

. Goes to rooms in the same order as 
the numbered files in the cart. 



TYPE OF 
PERFORMANCE 



Manipulation 
Discrimination 

Discrimination 

Recall and 
Manipulation 

Manipulation 



Manipulation 

Recall and 
Manipulation 

Recall 



Recall 



. Takes mail from file slot and places Manipulation, 

it properly for that room. (Some are Recall a,nd 

sorted ragain by name, incoming tray. Discrimination 
corner of desk, etc.) 



Picks up outgoing mail and places 
it in bottom of cart. 



TASK 5 - Sorts outgoing nail 



Sort mail into outgoing bins 
marked stamped, unstamped, and 
campus . 



Recall and 
Manipulation 



Discrimination, 
Recall and ' 
Manipulation 



LEARNING 
DIFFICULTY 



Easy 

Moderately 
Difficult 

Moderately 
Difficult 

Moderately 

Difficult 
* 

Easy 



Easy 
Easy 

Easy 



Easy 

Moderately 
Difficult 



Moderately 
Difficult 



Easy 




SAMPLE TASK ANALYSIS 

JOBt Library Clerk 

GENERAL DESCRIPTION: 

Assist in the mechanic^ of running the center by identifying materials 
filing items, cards, etc* and checking materials back into the library 



STEPS IN PERFORMING THE TASK 

TASK 1 - Stamp all new material^ with stamp. 

. Get out stamp pad and correct .stamp. 

. Open book to first page. 

. Stamp pad, then book with firm hand, 
so stamp is clear* 

. Open page in center of book and re- 
peat stamping procedure. 

TASK 2 - Punch out identifying numbers for all 
'materials. 

. Read correct number on inside cover. 
. Using labeler, punch out the number. 
. Cut label loose. 

. Peel off back of label and stick on 
upper right-hand corner of material. 

TASK 3 - Insert pockets and date slips. 

• Select pocket and date slip. 

. Put paste or glue on back of each. 

. Open book to back cover. 

Paste both on back inside cover. 

. Some materials require tape, since 
glue won't stick. 

. Kits, boxes, etc. require repo- 
sitioning of pocket^. 

TASK 4 - Make check-ou^ card. 

. Select one empty card from stack. 

. Copy identification number on upper 
right-han,d. corner of card. 

. . Copy title of material onto first 
line of card. 

. Insert card into pocket. 



TYPE OF 
PERFORMANCE 



Recall 

Manipulation 
Manipulation 

Manipulation 



LEARNING 
DIFFICULTY 



Easy 
Easy 
Easy 



Discrimination 

Manipulation 

Manipulation 

Recall and 
Manipulatipn 

Discrimination 
Manipulation 
Manipulation 
Manipulation 



Easy 



Easy 
Easy 
Ea^y 
Easy 

Easy 
Easy 
Easy 
Easy 



Decision-making Moderately 
Difficult 

Decision-making Moderately 
Difficult 



Discriminatioit 



Discrimination 

Discrimination 
Writing 

Manipulation 



Easy 
Easy 

Moderately 
Difficult 

Easy 
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STEPS 'IN PERFORMING THE TASK 

TASK 5 - Insert avaluation slip. 

. Choose one blank evaluation slip. 

• Write I.D. number in upper right- 
hand corner. 

. Fold slip in 1/3' s and insert into 
pocket. 

TASK 6 - Shelve item. 

\ . Look at first two letters of I.D. 

^3 number';^ 

a • Find shelf with those two numbers 
\ and place item on it. 

TASK 7 - File Catalogs. 

. Read first letter of company name. 



TASK 8 

/ 



• File catalog under thab letter in 
the file drawer. 



File returned evaluation slips. ^ 

• Read first two letters of I.D. 
number on slip. 

• Find drawer with same two letters 
and place slip in'drawer. 

TASK 9 - Shelve returned books. 

. Read last date on date slip., 

. Find day of the month in. the card 
file. 

. Read I.D. number of the item. 

. Find card with same I.D. number on 
card for that day. 

. Cross out last name on card. 



. Put card in pocket. 

. Put evaluation slip in pocket 
according to procedure. 

• Put item on shelf according to 
procedure. 



TYPE OF 
PERFORMANCE 



Discrimination 
Discrimination 

Manipulation 



LEARNING 
DIFFICULTY 



Easy 
Easy 



Easy 



Discrimination Easy 

Discrimination Easy 
Manipulation 



Discrimination Very 

Difficult 

Discrimination Easy 
Manipulation 



Discrimination Easy 



Discrimination 
Manipulation 



Discrimination 
Discrimination 

Discrimination 
Discrimination 

Manipulation 
Discrimination 

Manipulation 

Discrimination 
Manipulation 

Discrimination 



Easy 



Easy 

Moderately 
Difficult 

Easy 

Moderately 
Difficult 

Easy 



Easy 
Easy 

Easy 



/ 



t:y?e of learning 
steps in performing the task performance difficulty 



TASK 10 - Clean-up 



• Put all materials back in correct Recall Easy 
places, * 

. Throw away used paper, label back- Manipulation Easy 
ings, etc. 

• Straighten books on shelves, Manipulation Easy 
replace chairs, etc. 



f 
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STUDENT EVALUATION 

Once training stations have been selected and students prepared for and 
placed on the various jobs continuous supervision and evaluation is important. 

Since the amour.t of time the teacher/coordinator in a small rural district 
can spend on actual observation and first hand evaluation is limited, an ef« 
ficient evaluation system is important. By providing other teachers and the 
employer with adequate stident evaluation forms, a complete record of the 
student's progress will b^j available to supplement the teacher's occasional 
observations. 

Well kept records can also be an aide during employer and parent con- 
ferences, student grading and post-graduation job placement. 

Following are several sample evaluation forms that have been used success- 
\fully in several programs. 



Attn: Teacher Suppli e d InforiRation School 

Date 

Student : Teacher Sub j ec t : 

Please check those sii^nif leant behaviors wuich may interfere with this individual's 
educational progress* 

CLASSROOM BEHAVIOR ; Circle current academic grade: A B C D F S N 



1 = upper 257» of class 
Indicate class status asj 2 ° middle 50% of class 

3 = lower 25% of class 



Attempts assignment 


1 


2 


3 


i 

Organizes thoughts 


1 


2 


3 j 


Completes assignments 








Asks for help appropriately 








Attends class consistently 








Distractable, restless 








On time to class 








Disrupts class 








Consistent worker 








Participates in group activities 








Cooperative 








Says, '*I can't do assignments'* 








Appears interested in course 








Requires teacher attention 








Enters into classroom 
discussion 








Inappropriate behavior (crys, 
curses, lies; fantasizes, etc.) ' 








Participates in group 
activiticfi 








Other: 
















Reading Ability 

















COMMENTS AND /or EXA1IPL2S: 



personal/physical 



Appropriate grooming 


Y 


N 


! 

•Mpparent speech problems 


Y 


N 


Positive attitudes 






^Apparent visual problems 






Consistent behavior 






^Apparent hearing problems 






Verbally aggressive 






Apparent physical Handicaps 






Frequently complains of illnesses 






Other: 






Easily fatigues 













COMMENTS AND /or EXAliPLES: 



SOCIAL: 



Leader 


Y 


N 


Uemains alone 


Y 


N 


Many friends 






Rejected by peers 






Gets along well with others 






Other: 






Easily influenced by others 













COMbnSHTS and/or EXAMPLES: 



*Additional cqrriinoats requadtcd 



a; 
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Teacher Supplied Information • 

A, Do you believe a significant change in program is necessary for this person to 
receive an appropriate education? Yes Jlo 

If so., what program changes would you support? 

B. What methods or techniques have you tried in the classroom to modify the excesses 
or f^eficits in behavior as noted on page 1? Star those which have been successful. 



Identify the primary excesses and defic: 
interfere with this person's learning, 
does not pay attention, etc.) 


ts in behavior which most seriously 
(i.e.: poor ^reading, won't ask for help. 



















D. Vfliat goals would you suggest for this person: (i.e.: increase attendance; in- 
crease attending behavior to academic tasks; decrease the number of talk -outs 
in class; increase reading skills, etc.)? 



li. Have you discussed your 'onccrns v/ith this pejjs'^i? Yes 

Have you discussed your c:)ncerns with this person's parents? Yes 



No 
No 



1 / 

1 \/ each time behavior occurs S 


f 

tudent : xeacher : 


Hqur : 




Monday 


Tuesday 


IJednesday 


Thurs( 


Attetrrts As9ipntnr-nt 










Cor.pl f't'^? Assignnent 










Turns in Tncomplote AssipnirGiit 




; 






Misund'^^rc^tands Oral Directions 










Mis'jnd«r9^ands Written Directions 










Participator in Cla«;s Discussion 




j 






As^s f^T Holp 




1 






X^oo^? A'Tny from Work 










ne^'^^'^'i^T Oiithurst 




[ 






Tolk<5 "r%nt' of turn** 










1 \y each time behavior occurs S 


tudent: • / Teacher: 


our: Week of; 




/ 


Monday 


Tuesday 


Wednesday 


Thurs 


Attf^TTiptrs Assit^nment 


I 








Complf^tes Assignment 










Turn*; in Tncomploto Assipnment 










TIis»inr^<^rqfanfH Oral Directions 










IHsunr^r-rstantls Wrifrton Directions 


f * 








Participates in Class Discussion 


1 








Asks frtr Help 











Lookp Atriv from Work 










Rehnvior Outburst: 










Talks "out of turn'»' 





1 — 













I 



r 

i 

lor occurs 


f 


1 

tudent ! T 


eac 

CU2 


:her;X Subject: 


H 


:: Week of: 


^( 




Mondav 


Tuesday 




Wednesday 


Thursday 


Friday 


Total 






























♦ 








Assignment i 
















directions , 






1 










en Directions 






, 1 










s Discussion 






1 










r 

t 














M 




* 










: 1 














1 
















i 

lor occurs 


s 


tudent: ^ ' 


?ea 
fee 


cher: • Subject: 


Hour : \ 


k of: 


1 


Monday 


Tuefiday 




Wednesday 


Thursd^.y 


Friday 


Total 
































Assiftnnent 














Direc^ions 




• 




1 








en Directions 
















s Discussion 


































































: 1 
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. employer' s student evaluation 

(Upon completion of time at job station) 

r ' ■■ 

WORIC-STUDY STUDENT \ D ATE 

I - - . - . V, ' ' — — ■ — — 

i 

Nation job 



SUPERVISOR: This rating sheet is used by the work^study program for 
counseling purposes. Please chock the column which best 
describes this student^ trainee* ^ 

j 



CH^-RACTSRISTICS 


EXCELLENT 


GOOD 


AVERAGE 


POOR 


. VERY POOR 


Quality of vjork 












Attitude toward iob 












Attitude toward fellow x^/orkers 












bependabilitv to do assi^tned job ^ 












On time and at v;ork regularly 












# 

Initiative ("finding v7orlc to do") • 












Personal App'earance 












Clean up procedures 













Please feel free to list additional comments regarding the progress of the 
student in the space below* 

■ 1 •■ • ■ 

/ ■ • 




SUPERVISOR 



STUDENT ^ WEEKLY EVALUATION 

El-IPLOYER • 4 - VERY GOOD 

' ■ 3 - GOODf 

) 2 - FAIK 

HABITS AND ATTITUDES 1 - Npf SATISFACTORY 



1 

* t 
1 

' Week beeinnine 


















Follows verbal directions 






* 




X 








Follows written directions 










5 


< 






Accents correction 


*• 
















Sustains a routine 




f 












• 


Gets along with co-workers 


















RecopniEes things to be done 


















Fini<;he«» a iob on time 




































Works unsupervised 
















« 


Interest in v7ork 


















Conduct 


















- ■■ ■ ■ • f ■. 

Attitude 


















Self -confidence 
















t 


Responsibility toward property 
and equipment. 


















Personal appearance ""^^ 












t 1 






Is progress being iliade by • 
this student 



















ADDITIONAL COID-IENTS; 
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EVALUATION REPORT 
Special Education Work Study Program 
Pjrofile and Suniraary Sheet 



V 



Trairt^e 



Enjployer^ 



"bays Absent from School^ 
^>^Days Absent from Job 
Hours Present 



Report Period^ 



Total earnings dpring report ^eriod^ 



CriteriaNfor Grades: H . • ' 

' A Excellent . Performaiice meets usual competitive standards in unskilled and 

semi-skilled employment. 
* - * 

B Good Above average workshop performance but does not fully meet competitive 

standards in unskilled and semi-skilled employment. 

C Fair Tails in average performance range of workshop trainees. Although 

within accCi^table limits of the workshop, considerable improvement 
required to attain competitive standards* 

Poor Below average performance. Improvement needed to meet workshop 

standards. 

•4 « 

F Extremely Inappropriate . * cr i- 

Behavior requires special supervisory or professional staff attervtion. 
' May require services beyond the scope of a workshop training program^ 

such a^ intensive psycho- therapy, medical*^reatment, activity or 
day care center* 



Work Behavior Rating Scale 



Tr77sbTriTv^t~*'b'^rcfra~n 



2. Tolerance for Criticisn 



3. "Co-Worker Relatio ns 

4* Independence from Supervisio n 
5. Cooperation v/ich Supcrvi^jor 



6. Undcrstandinp, Oral Instructions 



' 7* Memory for Tnstructrions 



8. /Motivation for Work 

9. Concentration "Ability 



10. Punctuality 



n. Quality of W^rk 



12. Quantj-ty oil Work 

'13!" Safety Awareness and Habits 



D • 
2 • 3 



C 

4 5 6 



B 

7 8 



■ A 
9 



Score 



97 



Total 



B. SPECIFIC WORK TASK EVALUATIOlfe 



Record and rate the specific work tasks pcrformod by the trainee during the cvSl- 
uation period. Consult Codes below for rating notation to b§ used. 

QuaBtity and Quality 

A» Speed or quality is that of acceptable worker in unskilled or semi-skilled 

employment. ^ 

^ B Speed or quality does not fully meet unskilled or semi-skilled competitive 
standards bu,t is above workshop average.. ^ 

C Speed or qualtty too low for outside employment but within the average performance • 
"range of workshop trainees, 

D Speed or quality below workshop -average, * 

F * Speed or quality falls below minimal workshop standards* • * 

Amount of Experience Supervision Required Liking ^f or Job 



1 One day's experience 

2 Two to five days 
S'^One t(j> two weeks 

4 Two t&*four weeks 

5 One to two months 

6 Two to three months 

7 Three months or over 



^1 After learning how to do ,1 Seems to enjoy job very ^ 

job, pretty much worked on much. One, of his favorites. 

own, followed through well. 2 Likes job more than some 

2'Need6d occasional checking . others, but not overly 

and/or re-instruction. enthusiastic about it. , 

3 Heeded frequent checking 3 Seems indifferent. Job ^ 

and/or re- instruction. does not move him one way 

4. Needed almos^t constant or another. 

watching and prompting. 4 Dislikes.job, needs prodding. 



Work Tasks Performed 


Quant. 


pua^ . 


Amt. of 
Expor . 


Suprvsn. 
Required 


Lking. 
Job 


Average 
Hourly Wagc'^ 


1. 














2. 














3. 














4. 














5. 














6. 














7. 














8. 
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^Compute average hourly wage only when piece rate CGirablished. 



General Evaluation Comments and Recotnmendations 
(Filled out by Counselor/Teacher after conference with employer) 
1.. What are this trainee • s main strengths and weaknesses as a worker? 



/ 1 



2. l^at major improvements has trainee made since last evaluation^ or enrollment? 



/ 



3, In your opinion, what kinds of help or services does^this tvainee need that 
he or she does not presently receive?. 



SUPERVISOR'S RATIMG OF WORK PERFORIIANCE 
Work. Experience Education 

STUDENT — ^^■'•^ 



EMPLOYER STATION^ 



Assignment: Began_ . Supervisor i ] 

I. 

Period covered by this rating: }.7ecks__ ^_^work hours, 

Calcy:idar School Days Absent ^-k. — . 

DEPENDABILITY: Is the student regular and on time?- Yes ( ) No ( ) 

Comments — • 



COOPERATION: Does the student keep the rules, follow instructions, ^and have an 
attitude of helpfulness? • Yes ( ) No ( ) 



Comments 



APPEARANCE: Does the student dress neatly and appropriately for the position. 

Yes ( ) No ( ) 



Comments 



PERSONAL RELATIONS: Does th.e student work well with others? 

Yes ( ) No ( ) J 



Comments 



INITIATIVE: Does the student show initiative? Yes ( ) No ( ) 

Does he do his work without being told? Yes ( ) No ( ) 



Comments 



SKILL: Is the student's work acceptable? Yes ( ) No ( ) 
Comments 



_What do you like about him most?^ 
What are his weaknesses? ^ 



How do you feel the classroom teacher helped^thi£j)erson a better employee? 



Other comments (if needed) 



4 



100 
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El'IPLOYER^ Ri^TlNG SHEET - *A 



EVALUATION CARD 

Student 

Position [ 

Einployer^ 



Firm's Name 



**kating 1.- Exceptional employee 

Icale 2, Strdhg employment potential 

' 3. SatisiEactory performance 

4. Nee'dg improvement 

5. Not * employable at this plant 
Vr;sfCircle appropriate number,' Compare student to 

standards for regular employees. 



General Behavior and 
Manners 



Amount of Wodc Performed 



Quality of Work Perfo;cmcd 



A 



4^5 



Care of Tools and' Materials 



Promptness and attendance 



-4 



Appearance 



Attitude toward Work 



3 
3 



Do you feel this person j/ould be a good permanent employee at this time? 



Why or T.;hy not?^ 



Date - . Employer 



I have discussed this rating with student. 
Yes ( ) No ( ) 



Coordinating Teachcr/Counsclor's Comments: 



10.. 
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EVALUATION PROGRESS CHART 



Student '•'§ nai-ie_ 

Et^yYE R 



♦From 



To 



RATING SCALE 



1. 
2. 
3. 
4. 
5. 



Exceptional employee 
Strong employment potential 
Satisfactory performance 
Needs improvement \ „ 



* 

Evaluation Date 


1 












\ 






General Behavior 


1 
















\ 




► 2 






• 










A 




ana 


3 
















\ 




Manners 


4 


















\ 




5 


















^ ' 




1 




\ 














'\ 


Amount of 


2 




















work 


3 




















Performed 


4 




















































\ 












1 


















^ 


Quality of 


2 ' 




















Work 


3 




















Performed 


4 




















5 
















■ 
















\ \ 






Care- of Tools 

and 
Materials 


1 
















*\ 




2 




















3 




















4 




















• 5 




















Promptness 

and 
Attendance 


1 




















2 




















3- * 




















4 




















5 




















Attendance 


1 




















2 




















3 




















4 




















5 




















Attitude 
Toward 
Work 


1 




















2 




















3 




















4 




















5 














i 








1 












^ { 
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NAME: 



SPECIAL EDUCATION' 
"VOCATIONAL TRAINING PROGPvAM WITHIN INDUS'ERY" 

WORK SAMPLE TES j 

DATE STARTED PROGRAM: 



\ 



WORK SAMPLE 



SORTING 

Mixed Sifter Parts 

Screws 

Sandpaper 

ASSEMBLY 

180 Sifter Assembly 

Nuts & Bolts 

^ Tags 

Labeling 

FACTORY WAREHOUSE • 
SKILLS 

3 Foot^ Step Ladder 

8 Foot Ste^adder 

Hand Truck 

Pallet Jack • 

Fork Lift 

\^ . Box Lifting 



, Eu\ergency«'& First 



ERIC 



Aid Procedures 



\ 



DATE 



102> 



TIME 



■ , . SPECIAL EDUailON 

"VOCATIONAL TRAINING PROGPvAM WITHIN INDUSTRY" 

WORK SAMPLE TEST 

DATE STARTED PROGRAM: 



r 



WORK SAMPLE 



. DATE 



TIME 



ERRORS 



TOOL IDENTIFICATION 



TOOL .USE 

Regular Screw Driver 

Phillips 

H^nd Sav? 

Hack Saw 

Hatnner Pounding^ 

Hamn^er/Nail 
Pounding 

Drills 

Socket Set « 
Scissors Tin Snips 
Crescent Wrench 
Pipe Wrench 

Pliers 

Allen Wrench 
12 • Tape Measure 
T Square 
Putty Knife 
Vise 

Hand Drill 
Power Drill 
Skill Saw 

Soldering Iron 



ERIC 
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i 



, DATE 


TIME 


ERRORS 




2 3 


COMMEUT 












i 






< 

• 






























< 




- 












• 










< 

1 




*• 




* 














4 




































• 


• 




















• 


























• 

^ 




















































• 


1 


















J|l? ' 


















• 
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VISITATION RECORDS 

" In addition to accurate records ^ students' progress at work/study 
stations,\it is important for the teacher to keep track of time spent in 
supeicvision. 

These records will help the teacher evenly distribute supervision 
time between all students placed on jobs, provide concrete information 
for use in employer conferences and insure accountability for the amount 
of time spent outside the school building. 

Follcn^ing are two sample visitation records forms.* 



J3 
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WORK-ST'UDY PROGRaM 
Teacher-Supervisor's Record 



Student 

0 



Employ er( Co. )i 



Dntact Person, 
, Jo^Title 




WorkXSchedule 



Key: 



U - Unsatis'factory 
S - Satisfactory 
E Excellent 



Phone 



(Indicate specific area obseiy/ed djring the visit.) 

Did visit accomplish original purpose? 
-l5"-anjr'folTow--up action Rianne'dV If so, vjliat? 



Date 




















*Att endance 




















Quality of 
Worfc 




















Consrstancy of 
Work Quality 










* 










Attitude 




















Apptitude'^for 
Job 




\ 
















Appearance 




1 
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ideas/activities for career education 

In addition to career exploration and vocational training carried out 
as part of the curriculuim thes6 activities may enrich the career, education 
program. ^ , * 

1. Establish 'job placement file of j^bs appropriate for the handicapped, 
through guidance office. 

2. Hold joint inservice meetings^ith teachers, counselors, and employees 
on tralining and working with the handicapped. 

3^ Coordinate special education activities with local youth groups, work 
/ programs, etc. " « ^ 

4. Intervie\7 recent graduates - find needs of school program. 

5. Start work orientation clubs, career clubs, etc. 

6. Institute a summer part-time job program. 

* # 

* 7. Take advantage of Career Days at local vocational schools. Chamber of ^ 
Commerce, etc. 

8. Orientation of. new students to possibilities available through V7oi;k-study 
prog^agi. ' ' . 

9. Field trips and visitations to local businesses and ioidOstries. 

• ... • 

10. Provide. "Career Corner*^* in library or othen-resource center. 

11. All-school assemblies centering around 'careers* 

« 

12. Hake information on current occupational trends available to students 
and teachers.' 

13. Newspaper,. T.V. ^and radio publicity of work-study program. 
# * 

14. Provide '.evening and/or summer vocationally oriented classes. 

15. Hold Career Day involving* community employers. ' 
/16, Establish clearing hous§ for part-time jobs. 

17. Use Senior Citizens as a resource for information and counseling on the 
world of work. - ^\ 

^ ' ' • / 



PROGRAM EVALUATION 

The type of evaluation you use will depend largely on the type of program 
implemented, \7hile niost federal and state grants carry with them a mandated 
method of evaluation, you should also evaluate your program on a local level. 
In doing so, there are several sources of evaluation to consider. . 

• 

Steering Committee 

They will be able to evaluate the program on the basis of the "elimina- 
tion of at least some of the negds shown in the original assessment and 
, the completion of the established goals and timeline. ^ 

Preferably the evaluation will be written and will include recommenda- 
^ tions for the second year of the program. 

Advisory Committee 

The advisory committee can prqyide evaluative information concerning 
the community's acceptance of the projgram and their willingness to^ support 
continuation of the project. Conducting a random evaluation survey* simi- 
^ lar to the original needs assessut^at is one way to accomplish this. 

Administration and Faculty 
^ School personnel should evaluate the career education program in re- 

lation to other school programs. Sincfe they have direct contact with the 
^ handicapped students and see the program operating daily, they can evaluate 
the program accordingly. They should also be asked to determine whether or 
not the program has helped eliminate the needs of handicapped students as 
.the^saw them. 

• 

' Parents of the Handicapped , ^ 

In an informa]^, personal interview survey of parents of the handicapped, 
try to determine if they have noticed any change in student's attitude tcJ^ 
ward school and/or increased interest in career choice and preparation. 
Parents should also be asked for suggestions for improving next year's pro^ 
gr^m.l 

Handicapped Students * " 1 - 

The students actually involved in the program can probably provide the 
best source of evaluation. Marked improvement in attendance, academic 
^skills and interest in careers and the development of specific vocational 
skills all are indicators of a successful program. In addition, asking 
the students for their opinion of the program and suggestions for improve- 
ment can.be helpful. 

Regardless of the particular sources of evaluation you decide to use, there 
are specific questions you should be able to answer as a result of the evaluation. 

. Did the program meet the basic objectives? 

. Did the program eliminate needs determined through original needs 
' assessment? i « r ^ 
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Was the timeline followed reasonably closely? 

Did the teacher carry out responsibilities specified in the Work 
Activity Guide? ' v \ ^ 

Did the teacher establish coittmunity woi{k stations and maintain good 
rapport V7ith employers? 

Did the teacher keep accurate student evaluation records - both class- 
room and work-study? ^ 

Were parents informed of the new progrjam and were permission forms 
obtained when necessary? 

Do employers have a favorable reaction to students working for them, 
and to the total program? 

Are all legal requirements met (work permits, insurance, etc.)? 

Are student's individual handicaps being considered in job^ placement 
and classroom work? 

Are handicapped students^ successfully being integrated into regular 
classes? 

« •> 
Is the special education teacher working closely with regular class- 
room teachers to insure successful mainstreaming? 

Have students shown marked increase in career awareness and interest 
in vocational preparation? ' 

Is there any method for placing students after graduation, either 
through the'school or a. referral agency (i.e. D.V.R.)? 

Are community resources being used as fully as possible? 

Has the advisory committeemet regularly and functionally as a group? ^ 

Has the advisory committee had input into important decisions regarding 
the program? * ' , ' 

Has the advisory committee worked closely with the steering committee 
and the special education teacher? . 

Has the program been publicized in local newspapers j radio stations, 
school flyers, etc? • ^ 

Are interested community members encouraged to observe the program? 

Has the program received favorable reaction from the community? 

Does the success of the program merit cqntinuation for a second year? 
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FOLLOW-UP 

A follow-up study is one of the most effective methods of determining the 
success of a program* " . 

Some of the questions which the Follow-up Study should answer are: 

1. Is he employed? 

• • • 

2. Is the student working in a job for which he was trained in school? 

3. Is^h^ working in. a related field? 
4* Is he/she in the armed force's? 

5* Is he/she continuing occupational education? 

6« What was his beginning salary? What is his present .salary? 

7. How much time since graduation was spent in unemployment?^ 

8. How many times has the student changed jobs? 

9. How does the student get to work? 

10. Does th'e student feel he was adequately prepared in school to get his 
first* job, 

11. How many students have remained in the area? State? 

12. Is the student living independently? with family? in a group home?. 

13. Does the student have any leisure time activities? 

14. Is the student .married? have children? 

4 

15. Does the student regularly read the newspaper, \^atch the neWs? 

16. Is the student registered to vote? 

Most programs with successful follow-up systems have fecund that contacting 
students, at on^ and five year intervals to be most effective. 

Two follow-up survey samples are included. , 
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Student lives in: 
_ Prtvnte Honys ^ 
^^^^^ Aparttaent 

Residential Facility 

\ Other 

"J 

Student lives: * 
^ Alox(c 

Hitth friend : 

Wivh parents 
^^^^^^ HitRMPouse 

* With other relatives 
^^^^^ With spouse & parents 

Marital Status: .Any children? 

Single • 

; Married 

Personal Status*? • 
Yes Ho ^ 

Registered to vote ' 
^ Road a. newspaper regularly 

^ ,Have a driver *s license 
_ . J)id take driver* s education 

V Uo you have any leisure activities (list) 



Financial Status 

Saving's Bond Life Insurance 

" Credit Cards Insurance 

^^^^^ Saving's account , Debts pver $1,000 

I Checking account Own a car 

Eo^loifiaent: (X all those* student, has done) 
^ Stayed on W/S Job at least 3 tnonths * 

^ Obtained a new Job. 

^ Attended a trade/ technical school 

Served ^.n Armed Forces 

VJorkcd as an apprentice 
^ ^ None of above 

PrQsejxt;. .Status: - 

^^^^^ Employed full time 

^-.^ ] School Attendance 

^ Military ^Service 

^ En-iployed ' part -t Itae ' - 

Unemployed 



F^ployod at home • 



1 1'c, 



Type of Employmerttt 

Clerical & Sales 

^ Service 

Agriculture 
Skilled 

Setni-skilXed 

Unskilled . 

• Home-taaking - 



Which helped you get a job: 
^^^^^ State Employment Service 

{Newspaper ads 
^^^^^^ Private Employment Agency . j 

^ School (teacher-counselor) , / 
Friends or relatives 
, Vocational Rehabiliation Counselor 



When did you get ^ your job; 

Before graduation v / 

. Aft^er graduation* / 



/ 
/ 



How. many jobs have you had since graduation? / 



Vo\7 has the school helped you: Great Deal 

* . ^ 3 

Applying for a job • • - 

Having good work habits \ , 

Being trained for specific job ■ 

Using your spare time - 

Getting along with others . ' ^ 
Managing money 

Being part of the community • 

Being able to read well enough to get by 

Using good English^ 

Using mathmatics . 



Wiat subjects did you like best in school? 
What subjects do you wish you had taken? 
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REFERENCE CHECK 
(WRITTEN) ' , 



TO: 



Dear Sir: 



DATE 



The applicant listed ^below has indicated that he/she previously worked for your 
company. We would appreciate your furnishing us v/ith as much of ^^the information 
requested as possible. Any information you give will be treated confidentially. 



Sincerely, 



APPLICANT'S NAME^ 
EMPLOYED: FromJ^ 
POSITION 



to 



Salary: $ 



Social Security No, 
Per 



If the above information is not correct please supply the correct information 
below, • * J ; 



Reason for applicant leaving your 

Would you re-empl^oy? Yes N o // If no, why not?^ 



Please rate applicant on the following characteristics: 





Poor 


Fair 


Very Good 


Excellent 


Quality of Wor}c 










Quantity of Work 










Attendance 










Dependability 










Cooperativeness 










Personal Appearance 










Creativeness ^ 











Date 



Signed^ 
Title 
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Of the following list of personality and character traits, wo^ld you please 
place a check mark (v^) by those which are descriptive of this applicant? 



Aggressive ^ 

Complacent 

Procrastinates 

Easily Discouraged 

Bold _ 

^ Timid *. 

Analytical 

k Follower 

A Leader 

Evasive 

Direct • 

Ambitious . ^ 

Too ambitious 

Loyal 

^ Self-centered 

A Team- worker 

"A loner" _ 

Sociable 

Determined 

. Persuasive 

Overbearing 

Open-minded *♦ 

Defensive 

Reasonably Happy , 

Adjustable , 

Offensive 

Positive Thinker _ 

Good judgement 

Demanding 

Forceful 

Easy-going . _ 

Nervous , 

Likes routine _ 

Use the reverse side of this page for any other qomments which you think would 
be helpful in considering this applicant. V, 



Likes Details 
A Do-er 

''A Self-Starber" 
Unduly Sensitive 
Stable 

Emotionally immature 

Likeable^ 

Boorish 

A good listener 

Too Talkative . 

Good Sense of Humor 

Too Serious 

Self-conscious 

Vacillating 

Hard-headed 

Dedicated * , 

Self-confident 

Poised, Good bearing 

Authoritative 

Deceptive 
^ Admits mistakes 
' Critical of others 
^ Malcontented 

Inspires confidence 

Somewhat negative 
' "Moody'*^ 
\ ''A Good'Leader" 
_ Dogmatic 
.Excitable 

Impetuous 

Imaginative 
^ Perfectionist 

Gets Things Done 
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PROGRAM IMPLEMENTATION 



•The following publications have been useful in implementing career education 
programs • v 



"Career Development", 

'and other publications 
Curriculum Lab ^ 
Rutgers - The State Uni\;ersity 
Bldg. 4103.- Kilmer Campus 
New Brunswick, New Jersey / 

"Curriculum Guide for the EMRi' 
"Writing Behavioral Objectives" 

and other publications 
The Interstate . 
Danville, Illinois 61832 

"Curriculum Guide for -the EMR" 
Clark vCouttty School District 
Las Vegas, Nevada 98121 

Curriculum Bulletins 
Board of Education 
2315 Iowa Avenue 
Cincinnati, Ohio 45206 



"Inservice Training Program - SCERC" 
Materials Development Center 
University of Wisconsin - Stout 
Menomonie, Wisconsin 54751 



r 



"Guide to Jobs for the M.R/' 
American Institute for Research 
710 Chathan* Center Office Building - 
Pittsburg, Pennsylvania 

"Dictionary of Occupational Titles,* 

Vol. I 6c II" 
"Supplement to D.O.T,., I & H" 
Superintendent' of Documents 
Government Printing Office 
Washington, D.C. 20402 

Yellow Pages of Learning Resources 
MIT* 

'Cambij-idge, Mass, 02142 

"CRT Coordinator's Manual" 
and other publications ^ 

Coordinating Council for Occupational 
Education 

Airdustrial Way 

Olympia, WA 

"Career Education, An Idea Book" 
Portland Public Schools, Area II 
Portland, Oregon 



Career Development - Special Education (K-12) 
Publication Editor 

Room 727-rB, Division for Handicapped Children 
Department of Public Instruction 
126 Langdon St. 
Madison," Wisconsin 53702 



"Wyoming Occupational Resource Kit" 
Dr. Robert Schrader 
Superintendent of Public Instruction 
Cheyenne, Wyoming 



Project Report - H-18.199-A-31 
Pre-vocational Behavioral Objectives 
ISD 105 

Yakima, Washington 

"Strategies foi^ Implementing Work Study 
Programs?' 

and other publications 
McKnight & McKnight Publishing Co. 
Bloomington, 111. 61701 



AMIDS feacher Inservice for Vocational 
Teachers of the Handicapped & 
Disadvantaged 
Link Enterprises, Inc. 
P. 0. Box 11073 
Montgomery, Alabama 36111 

A Digest of Resource Activities for 

Career Education 
State of Arkansas, Dept. of Education 
Little Rock, Arkansas 72201 



Information from Local Employment Security Division 

Instructional Approaches to Slow L earners 

Teacher's College Press ^ "~ 

Teacher's College 

Columbia University 

New York, N.Y; 10027 ^ ^ 

Career' Education Resource Guide 

General Learning ^Corporation • , 
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Following is a list of materials that have been successfully used with handi- 
capped, students in a career education program. The list is selective and by 
no means excludes all the good material available in career-^education. ' 



"Occuipational Essentials" 
h7 G. Johnson Press, Inc. 
280i Eastrock Drive 

"Rocljford, Illinois 6J125 < 

"Be j Informed Series" 

"The World of Work" 

"Occupations* 1 & 2" 

New Readers Press 

Divisi^ of Laubach Literacy, Inc. 

Bpx 13; 

S:/racuse, N. Y. 13210 

'-/Living Skills Series*! 
/^Computational Skills/Development" 
^ "Occupational Skills Development" 

Division o^f Trade & Industrial Education 
University of Alabama 
P. 0. Box 2847 
University, Alabama, 35486 

"Applying for a Job - A^ Self-Study Guide" 
"Occupati'onal Home Notebook" 
The Interstate ^ 
Danville, Illinois 61832 

. "Coping With Series" 
American Guidance Service 
Publisher's Building 
Circle Pines, Minnesota 55014 

A 

"Succeeding In the World of Work" - 

Textbook, Wbrk Study Guide, Workbook 
McKnight & HcKnight Publishing Co. 
BloomiTigton, Illinqis 61701 

"Steady Job Game", "Basic Skills 
Inventory", "Career Education" 

and other materials 
Mafax Associates 
111 Barron Avenue 
Johnstown, Pennsylvania 15906 



"Application Forms", "Getting and 
Holding a Job", "Getting Along 
Series", "Getting Ready for Pay 
Day", "I Want* a. Job" 

and other publications 
Frank E. Richards Publishing Co., Inc. 
c/o, Roy D. Lyojis, Northwest Represent. 
6701 North Vfth Street ' 
Tacoma, WA 98406 

"Building Arithmetic Skills, 

Wks 1-4" _ \ • 

->We b s t-e r— D ivi^-si o n^ ^ 

McGraw/Hill Book Gq. 

San Francisco, California 

"Telling Timo'J, "Measure Up" 

^nd other publications 
Lear Siegler, Inc. 
Fearon Publishers 
Belmor:t, California 

"Mathematics ih Living", Books 1-4 

Pruitt 'Press, Inc. 

Boulder, Coldfado * ' ^ 

Career Development Activities 
Howard W. Sams 6e Co., Inc. 
Indianapolis, Indiana 

Career Choice & Career Preparatioji 
^CCOE 
222 Airdustrial Way 
Olympia, WA , 



